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FOREWORD

This edition of the Data Element Dictionary (DED II) has been developed

| by the staff of the National Center for Higher Education Management
Systems (NCHEMS) in conjunction with members of the DED Task Force.

The five sections comprising the dictionary have been reviewed by NCHEMS
staff members, by the DED Task Force, by the NCHEMS Technical Council, and
by representatives from all participating institutions to whom the &ocuments

were sent for review in early 1973,

Although these sections are the final version of the second edition of
the dictionary (DED II), NCHEMS fully intends to continue to update them

in subsequent editions. In fact, this document will be updated regularly

during the coming months which will reflect the data element definitions

that will have been pilot tested in several related NCHEMS projects. Revised

pages and sections wiil be sent to each individual to whom this document

has been sent. Pages that have been reptaced should be destroyed.

These documents have been approved for distribution by the NCHEMS Technical
Council and are intended to be used and implemented by participating insti-
tutions and agencies for internal management and information exchange

purposes. The elements contained in the Data Element Dictionary are to

be regarded as current recommendations by NCHEMS and not as standards for

any mandated reporting purposes.
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This edition of the Data Element Dictionary is intended to replace Data

Element Dictionary: First Edition (NCHEMS Technical Reports 7, 8, 9, 10,
and 11).

Note that the data categories and definitions suggested represent common
usage except in those identified instances for which accepted national
standards exist, e.9., U. S. postal code abbreviations for states of the
U. S. and zip codes. In those few cases where more than one set of cate-
gories and definitions are commonly used, alternatives have been provided,

The Data Element Dictionary does not contain the complete 1ist of data

elements that should be included in an institutional data system. Unique
institutional requirements will mandate the inclusion of other elements.

Since the primary intent of this document is the identification of data

elements, many of the data elements specify institutionally defined

categories.
The definitions of data elements included in this publication will be
revised when appropriate to reflect the development of standard definitions

arising out of activities in other NCHEMS projects and elsewhere.

Questions regarding the Data Element Dictionary: Second Edition should be

directed to Suzette Goddard or Leonard Romney, National Center for Higher

Education Management Systems, P. Q. Drawer "P," Boulder, Colorado 80302.
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PREFACE

The second edition of the Data Element Dictionary has been prepared by

the NCHEMS staff under the guidance of the Data Element Dictionary Task
Force. The Task Force and Technical Council have reviewed this document
and recommended that it be distributed to the higher education community

for the purpoces of implementation.

Ben Lawrence
Director
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INTRODUCTION

The primary mission of the National Center for Higher Education Management
Systems (NCHEMS) at WICHE is to assist higher education institutions and

agencies with the development of improved resource allocation and management

systems.

To meet these objectives, the Center has undertaken the development of:

1. Procedures for making information available to assist higher education
administrators with internal management.

2. Analytical methods and tools.

3. Procedures to facilitate the exchange of comparable data among

institutions and agencies of higher education.

The purpose of these procedures and tools is to assist decision makers
in institutions and agencies of nigher education to improve analysis,

planning, and resource allocation.

A1l of the developmental tasks mentioned above require the availability
of data. Because of this requirement, many institutions can use guidance
in identifying those data that should be available. The second edition

of the Data Element Dictionary (DED II) is an attempt to respond to this

need.

0.1.1




This publication serves to identify and describe:

1. Those data elements required to support current NCHEMS products.

2. Certain data elements anticipated as being required for future NCHEMS
products. | |

3. Certain data elements commonly maintained Ey institﬁtions for operationél

. and reporting purposes.

4,  Certain terms that are needed to help identify institutional character-
istics for exchange purposes that are not generally included in an
institutional data file.

The first edition of the Data Element Dictionary (Thomas, 1970) was the

first product produced by the Center and as such concentrated on forecasting
data elements that would be supportive of otiier NCHEMS efforts in the area of
developing planning and management systems. The second edition of the Data

Element Dictionary incorporates changes to the first edition resulting from:

1. Reactions to the first edition by the higher education community.
2. The development of other related NCHEMS products,
3. Further efforts of the DED Task Force and Center staff to develop data

bases for higher education information systems.

Elements appearing in the first edition of the Data Element Dictionary have

been retained with the exception of a few data elements which the Data Element
Dictionary Task Force believed were no longer appropriate. Updates for the

Data Element Dictionary will be compiled by the Center to reflect changes in

existing elements and to identify new eclements that the NCHEMS Staff believes

are needed by planners and managers in higher education.

0.1.2



Because the primary intent of this document is the {dentification of data
elements, many of the data elements permit the inclusion of institutionally

defined categories within the particular data element.

Certain elements of information were identified by the NCHEMS staff that
were not considered data elements. These elements or terms have been
described and can be used as a standard for identifying institutional
characteristics. The following definitions are currently included in the
Information Exchange Procedures project and are recommended for exchange

purposes:

Terms Description

Institution Name The legal name of the institution. The
name excludes campus names denoting
location, branch and/or extension,
Examples include: (a) University of
California, (b) Miami-Dade County
Community College, and (c) Eartham
College.

Unit Described The legal name and address of the unit
being described. Ffor IEP - Phase I, the
unit described must be the smallest self-
contained unit that can provide data on
the following: revenue, enrollment,
personnel, costs across activity centers.
Examples include: Berkeley Campus, South
Campus, Colorado Springs Center and
same as Institution. Throughout the
[EP - Phase I Manual, the terms "Institu-
tion” and "Unit Described” are used inter-
changeably, except in the case of "Insti-
tution Name" (see Institution Name).
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Terms Description

Address The Postal Service designation of the
street address or Post Office Box number.
The city, state, and zip code where the
institution may be found or reached.

Institution Type Refers to the kinds of degree/diploma/
v certificates awarded by the Unit Described:

1. Associate Degree Granting: The highest
degree awarded s the Associate of Arts,
Associate of Applied Sciences, or other
similar degrees.

2. Baccalaureate Degree Granting: The
highest degree awarded is the Bachetlor
of Arts, Bachelor of Sciences, or other
similar degree.

3. First Professional Degree Granting: The
highest degree awarded Is one of the
following: {a) M.D.; (b) D.0.; {c) L.L.B.
or 4.0, ?1f J.D. is first professional law
degree offered); (d) D.D.S.; (e) D.V.M.;
(f? 0.0.; {(g) B.D., M.Div., Rabbi; (h)

Pod.D., P.M.

4. Master's Degree Granting: The highest
degree awarded is Master's Degree or
other similar degrees.

5. Doctorate Degree Granting: Institutions
that award doctorate degrees.

FICE Code The Federal Interagency Committee on
Education code which is an unstructured
number that is unique for each institu-
tion and remains as the institutional
identification number for the 1ife of the
institution. The primary utility of the
FICE code is the precise identification of
a particular institution of higher educa-
tion. For IEP - Phase I, the FICE code
for the institution should be given.

(See Unit Described.)

Institutional Structure The type of structure in which the insti-
tution resides. The following conventional
descriptors have been developed to describe
ggmnnn types of structures used in IEP -

ase I.

1. Single Campus Institution--an organiza-
tional structure having only one campus.
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Terms Description

Institutional Structure 2, Main Campus plus Branch(es) and/or

(Continued) Extension(s}--an organizational
structure consisting of one parent
campus plus any number of branch
campuses or extension centers.

3. Multi-Campus System--an organiza-
tional structure consisting of several
administratively equal campuses often
controlled by one central office,

4. Other Institutional Structures--this
category should be used for other
structures not accounted for in the
above distinctions. If this category
is used, briefly explain the organi-
zational structure,

Legal Identity The constituency to which the institution
has primary legal responsibility:

1. Public: Control of policy and funding
originating directly or indirectly
from a constitutionally-defined form
of government.

2. Private: Control of poligy and funding
originating primarily frdm-a non-
governmental entity.

3. Other/Specify: Control of policy and/
or funding is a combination of
governmental and non-governmental’
entities.

Predominant Calendar System The method by which the institution
structures most of its courses for the
calendar year. The following systems are
included in the current Information
Exchange Procedures Manual:

1. Quarter--The quarter calendar consists
of three quarters with about twelve
weeks for each quarter of instruction.
There may be an additional quarter in
the summer.
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Terms

Predominant Calendar System
(Continued)

Fiscal Year

Academic Year

Description

2, Semester--The semester calendar con-
sists of two semesters during the
typical academic year with about
sixteen weeks for each semester of
instruction. There may be an
additional summer session.

3. Trimester--The trimester calendar is
composed of three terms with about
fifteen weeks for each term of
instruction.

4. 4-1-4--The 4-1-4 calendar 1s composed
of four courses taken for four months,
one course taken for one month, and
four courses taken for four months,
There may be an additional summer
sessfon.

5. Other (Specify)--Describe predominant
calendar systems that are not defined
by any of the above terms.

A twelve-month period beginning with the
first day of a special month and ending
the Aast day of the twelfth consecutive
monhth.

A consecutive period of time which is
institutionally designated as the academic
year. An academic year may be equivalent
to a fiscal year or may include only some
of the sessions during which course work
is offered. Most typically an academic
year consists of two semesters, three
quarters, two trimesters; or the period
of time covered by the 4-1-4 plan.

0.1.6
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CHAPTER 1

COURSE-RELATED DATA ELEMENTS
DICTIONARY ORGANIZATION AND FORMAT

This section of the Data Element Dictionary contains the data elements

pertaining to courses and their sections,

For purposes of the Data Element Dictionary, a course is defined as:

An organized set of aotivities pertaining to instruotion in a
partioular subject matter, which i conducted during a given
pertod of time (usually a quarter or semester) and for which

oredit toward graduation or certification is usually given.

A section is defined as:

1) A growp of students who are scheduled to meet together for
instruction as a regularly scheduled, organized olase with one

or more instructors, or,

2) A growp of students or a single student aseigned to one or more
instructors for independent or supervised study (inoluding
clinteal work, student teaching, thestie supervision, eto.) wnder

a specified course number, or,
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3) A einyle etudent aseigned to an instruotor for individual

leggon teaching under a specified course rwnben,

Note: Separate sections should be identified for each different
type of instruction, even though the same group of students 1s

involved.

The course-related data elements fdentified in this section of the Data

Element Dictionary have been grouped into three data blocks for convenient .

presentation and examination. The numbers attached to the'ezements are
“intended only to facilitate identifiocation and looation of the,eleménte‘ ’i:
and have no implication for standard coding practices. The three blocks

of course-related data elements are:

1. 1001-1099  Course Attribute Data

This block of data elements contaiﬁs information about

each ccurse offered by the institution.

2. 1101-1199 Section Attribute Data

This block includes data elements that describe information
on all sections associated with each course. There may be
one or more section attribute data blocks associated with

each course.
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3.  1201-1299 ~ Section Resource Data

This block of data elements includes information pertaining
to the resources associated with each section. There may
be one or more section resource data blocks associated

with each section, or subset thereof. -

Normally, institutions would wish to maintain these blocks of data elements

historically and thus retain information on each course for every term it
was offered. |

‘These three data blocks are arranged in a hierarchy as i1llustrated below:

A. Course Attribute Data

1
1. Section Attribute Data11
a. Section Resource Data111
b. Section Resource Data 112

2. Section Attribute Data12
a. Section Resource Data121

b. Section Resource Data122

B. Course Attribute Data

2
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The underlying prenﬂse in this hierarchical structure is that each»indiuidual
course would have one block of course attribute data assocfated with it,
In addition, each course would have one or more sections, with each seotion
having one biock of section attribute data elements. Each section,wouid,
also have one or more section resource data blocks aésociated with it -
Because a1l elements in the section resource data block would not necessariiyjll”T
 have muitipie occurrences for any given section, institutions uﬁght wish ; |
- to repeat only those data elements that occur more than once. Institutions
should structure their data bases 1n such a manner as to 1ink these’ three o

data biocks in an appropiriate manner for each course,

The description of each data element contains the following {nformation:

. Element Number: A four-digit number to identify each data element,
The first digit of the element number specifies the section‘of the‘
Data Element Dictionary this element is related to. The second

digit of the element number defines the appropriate‘datavbiock to which ;;;r £
the data element is assigned. The other two digits merely provide

a sequential identification of the data element within that data

block.

2.  Element Title: A brief identification of the data element.

3, Definition: A brief description of the data element.

ERIC JERRY




5.

Codes, Categories, and Comments: A description of the suggested codes

or recording instructions, 1f appropriate. May also include detailed

~ categorical defin1t10ns. or additional informatfon that may be required

to further define the data element, justify its inclusion, or 1dent1fy

its relationship to other data elements.

Uses: An identification of various NCHEMS products that requive or aré
likely to require this data element in the future, either where it is
required in its absolute form or where 1t is required to derive another
data element used by an NCHEMS product. Most data elements fall into
this latter category.

The following abbreviations are used to describe the various NCHEMS

products:

Cost Finding Principles CFP
Faculty Activity Analysis FAA
Higher Education Facilities Inventory

and Classification Manual FICM
Higher Education Facilities Planning

and Management Manuals SAM
Higher Education Finance Manual HEFM
Information Exchange Procedures . TEP
Program Measures PM
Resource Requirements Prediction Model RRPM
Statewide Measures SWM
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6. Date Issued: Indicates calendar date on which NCHEMS released this
version of the data element. Institutions mcy wish to use the "date
1ssued" space for those data elements they have added to the Data

Element Dictionary.
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CHAPTER I1 ’

COURSE-RELATEED DATA ELEMENTS

INDICES
ALPHABETICAL INDEX
Data Element DED No. Page
Course Contact Hours 1012 1.3.13 ‘.‘,‘
Course Credits 1011 1.3.12
Course Date - Beginning » 1016 1.3.17
Course Date - Ending a 1017 1.3.18
Course Duration 1013 >’ 1.3.14
Course Enroliment 1007 1,38
Course Identifier 1004 1.3.5
Course Level | 1006 1.3.7
Course Title ' 1005 1.3.6
Discipline . 1003 1.3,4
Faculty Contact Hours 1208 1.5.9
. Grading System 1018 1.3.19
Joint Offering Identifier 1002 1.3.3
Meeting Days 1203 1.5.4
Meeting Place - Building T 1206 1.5.7
Meeting Place - Room 1207 1.5.8
Meeting Time - Beginning 1204 1.5.5
Meeting Time - Ending 1205 1.5.6
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Data Element
Method of Instruction
 Organizatonal Unit

Program Category Identifier
Program Identifier

~ Program Sector Identifier

~ Section Contact Hours

‘:SECtiqh Identifier

- Section inStrdctor - Identifier
Section Instructor - Name
Sectionk81ze - Actual
iSection Size ~ Maximum o
Special Course Fee

~ Special Facilities and Equipment - Requirement
Special Section Designation
Term’Date - Beginning

Term Date - Ending
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ALPHABETICAL INDEX BY NCHEMS PRODUCT

NCHEMS PRODUCT

COST FINDING
~ PRINCIPLES (CFP)

FACULTY ACTIVITY
ANALYSIS (FAA)

HIGHER EDUCATION
FACILITIES INVENTORY
AND CLASSIFICATIO:
MANUAL (FICM)

HIGHER EDUCATION

~ FACILITIES PLANNING
AND MANAGEMENT
MANUALS (SAM)

HIGHER EDUCATION
FINANCE MANUAL (KEFM)

DATA ELEMENT

Course Contact Hours
Course Credits
Course Level
Discipliine o

Program Category Identifier'

Program Identifier
Program Sector Identifier
Sectton Contact Hours

Course Contact Hours

Course Credits '
Course Enroliment

Course Identifier

Course Level

Discipline

Faculty Contact Hours
Method of Instruction
Organizational Unit

Proyram Category Identifier
Program Identifier

Program Sector Identifier
Section Contact Hours'
Section Identifier

Special Section Designation

Organizational Unit
Discipline

Course Contact Hours
Course Credits

Course Level
Discipline

Faculty Contact Hours
Method of Instruction
Organizational Unit
Section Contact Hours
Section Size - Maximum

Course Credits

Course Level

Discipline

Method of Instruction
Program Category ldentifier
Program Identifier

Program Sector Identifier
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NCHEMS PRODUCT DATA ELEMENY DED NO.

INFORMATION EXCHANGE Course Cradits 1011
PROCEDURES (IEP) Coursa Enroliment 1007

Course Identifier 1004
Course Level 1005
Discipline : 1003
Organtzational Unit 1001
Program Category Identifier 1009
Program Identifier 1008 -
Program Sector Identifier 1010
Section Identifier 1101
Section Size - Actual ' - 1103

PROGRAM MEASURES (PM) Course Contact Hours 1012
Course Credits 1011
Course Enrollment , 1007
Course Level 1006
Discipline , : 1003 -
Faculty Contact Hours ' 1208
Method of Instruction 1107
Organizational Unit - 1001
Program Category Identifier 1009
Program Identifier ; 1008 -
Program Sector Identifier : 1010
Section Contact Hours , ‘ 1106
Special Facilities and Equipment - e
~ Requirement 1105

RESOURCE REQUIREMENTS Course Contact Hours 1012

PREDICTION MODEL (RRPM) Course Credits 1011

Course Identifier 1004
Course Level , 1006
Discipline 1003
Faculty Contact Hours 1208
Method of Instruction : 1107
Organizational Unit 1001
Program Category Identifier 1009
Program Identifier 1008
Program Sector Identifier 1010
Section Contact Hours 1106
Section Identifier 1101
Section Size - Actual 1103
Section Size - Maximum 1102
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NCHEMS PRODUCT
STATEWIDE MEASURES
(SWM)

DATA ELEMENT

Course Credits

Course Lavel
Discipline ,
Faculty Contact Hours
Method of Instruction
Organizational Unit

Program Category Ident1f1er.

Program Identifier
Program Sector Identifier
Section Contact Hours

1.2.5

DED_NO,

1011
1006

1003

1208
1107
1001
1009
1008
1010
1106



CHAPTER III

COURSE-RELATED DATA ELEMENTS
COURSE ATTRIBUTE DATA

DED No. Title
1001 Organizational Unit
1002 Joint Offering Identifier
1003 Discipline
1004 Course Identifier
1005 Course Title
1006 Course Level
1007 Course Enrollment
1008 Program Identifier
1009 Program Category ldentifier
1010 Program Sector Identifier
1011 Course Credits
1012 Course Contact Hours
1013 Course Duration
1014 Term Date - Beginning
1015 _ Term Date - Ending
1016 Course Date - Beginning
1017 Course Date - Ending
1018 Grading System
1019 Special Course Fee

A separate block of data is required for each course each term. This data
should be linked to the Section Attribute Data (Data Element Dictionary,
Course Section, Chapter IV}, and the Section Resource Data {Data Element
Dictionary, Course Section, Chapter V). »
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" 1001

ELEMENT.
NUMBER

" National Center for Higher Education' Managemment

DATA ELEMENT DICTIONARY
Course Reiated Data Elements

AN  Organizatic-al Unit ,
- DEFINITION:

The academic department or other organizational division that has fiscal,
programmatic, and administrative responsibility for a specified set of

activities.

..
L

COOES. CATEGORIES, AND COMMENTS:

This 1s an institutionally defined standard that should be consistent. through-
out all uses and files. .This element corresponds to elements 2204, 3010, and

4203.

ONETEN oo
2 Noverber 1973
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SR RN T ST ; e 4 :
| Natlonal Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
Course Related Data Elements

: Joint Offering Identifier

The identifier(s) of other organizational units that participate in sponsoring
the course.

ELEMENT
NUMBER

L}

CODES. CATEGORIES, AND COMMENTS:

This element should include Organizational Unit and Course Identifier as
defined by data elements 1001 and 1004.

- IO vovener 107
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DATA ELEMENT DICTIONARY
Course Related Data Elements

ELEMENT
NUMBER B

ecement Titee: [ITETRITE

CODES. CATEGORIES. AND COMMENTS:

A subject field of teaching, learning, or training.

The standard coding to be used in NCHEMS project implementation {s the HEGIS
Taxonomy. Standardized discipline specialty four-digit numeric code as

described in A Taxonomy of Instructional Programs in Higher Education (Huff
and Chandler, 1970}, ATso corresponds to "Subcategory™ o rogram
Classification Structure (Gulko, 1972). For HEGIS Taxonomy, See Appendix 1.
If institutional codes are used, they should be able to map to HEGIS codes.

FAA, 1EP, CFP, PM, HEFM, FICM, SWM, RRPM, SAM

R
e

RN tovener 1973 ) | )
N _— T :
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DATA ELEMENT DICTIONARY ELEMENT &

9 | Course Related Data Elements NUMBER

Course Identifier

ELEMENT TITLE:

, DEF"}NITIONA

The official number or other identifier that serves to uniquely identify
a course,

. CODES.. CATEGORIES. AND COMMENTS:

May include prefix and/or suffix. - This element 1s 1inked to element 1101,
This element corresponds to elements 4407 and 5402, and should be consistent
throughout all uses and files.

W November 1973
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| | DATA ELEMENT DIGTIONARY
' . Course Related Data Elemasnts

[EREEDEDI oo i

DEFINITION:

Tt Loy
. .. R kS .

ELEMENT
NUMBER

The official name for a course as it appears ih the institutional catalog.

CODES. CATEGORIES., AND COMMENTS:

W November 1973
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: < DATA ELEMENT DICTIONARY
‘ Course Related Data Elements

| course Leve)
The institutional categorization for the level of offering of a specific
course,

1006

ELEMENT
NUMBER

CODES. CATEGORIES. AND COMMENTS:

This element corresponds to element 1010 and should be consistent throughout all uses and files. Many
institutions will be able to derive this element from the Course Identifier (element 1004).

The categorization is 9enerall{ derived from the level of student to which any particular course offering
within a discipline §s primarily. directed.

{ggzgollowing categories of "course level" are contained in the Program Classification Structure (Gulko,

‘ Code Category
10. Preparatory
20. Lower Division
30. Upper Division
40, Combined Upper Division and Graduate or Professional
50. Graduate or Professional Only
*90, Other
The Information Exchange Procedures and Cost Finding Principles projects are recommending the following
aggregations: .
Code Category Description
20, Lower Division: Course offerings at a level of comprehension usually assocfated

with freshmen and sophomore students. This {i$ an aggregated
category that includes codes 10. and 20. listed above, all lower
division courses and those preparatory courses offered for credit,

30. Upper Division: Course offerings at a level of comprehension usually associated
with Junior and senfor students. The jointly offered upper
division graduate courses should be classified as upper division.
Tgis is an aggregated category including codes 30. and 40, listed
above,

50. Graduate: Course offerings at a level of corprehension usually associated
with post-baccalaureate students. This category is the same as
code 50. Yisted above.

*This category s not used for the IEP project. Courses in this classification should be assigned to the
most appropriatg category.

“ CFP, SAM, RRPM, FAA, PM, IEP, HEFM, SHM
_oare issueo:  [ISEYSGE
(&) .

“ - 1.3.7 ‘ |




~ Natlonal Center for Higher Education Manageme‘ nt System s [ 105}
: ELEMENT.
NUMBER

DAYA ELEMENT DICTIONARY
‘ Course Related Data Elements

B ELEMENT TITLE: Course Enrollment

DEFINITION;

The total number of students registered in the course.

CODES, CATEGORIES. AND COMME

Headcount number of students. May or may not include auditors, visitors,
etc., depending on how the institution treats such students with regard

to course registration fees. This is an unduplicated count of the summation
of section enrollments.

Each individual should be counted only once regardless of the number of
‘ sections that he/she is enrolled in for any one course; 1.e., lecture and 1lab.

. Q 1
- ERIC
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DATA ELEMENT DICTIONARY
Course Related Data Elements

EAEMENT
NUMBER

IO  Program Identifier
DEFINITION:

A two-digit numeric code corresponding to the first two digits of the Program

C}%ssigication Structure code that identify the program under which the course is
offered.

- CODES. CATEGORIES. AND COMMENTS:

The first two digits of the Pro ram Classification Structure code. The program
identifiers that are appropriate In the case of classifying the course are:

Code Title
11 General Academic Instruction
‘ 12 Occupational and Vocational Instruction
13 Special Session Instruction
14 Extension (for Credit) Instruction
3 Community Education
52 Supplementary Education

This element is linked to data elements 1009 and 1010. This element corresponds

tode}ﬂnents 2205, 3007, and 4403, and should be consistent throughout all uses -
an es.

“ RRPM, FAA, IEP, CFP, PM, HEFM, SWM
EPYSTERITI  tovenber 1973
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DATA ELEMENT DICTIONARY
- Course Related Data Elements

Lt TS R

ELEMENT
NUMBER

ELEMENT TITLE: Program Category Identifier

\ "DEFINITION:

The third through the sixth diiﬂts of the Program Classification Structure
code, This four-digit classification 1denﬁ?’c|es related program elements
by discipline area or major function under which the course is offered.

" CODES, CATEGORIES, AND COMMENTS:

Program categories for the instruction program, the organized research program,
and the public service program (excludin? cooperative extension serviceg
correspond to the standard taxonomy of flelds of study used in the Higher
Education General Information Survey (HEGIS). Refer to Appendix 1.

The coding for this element for courses is identical with the coding in data
element 1003 1f HEGIS designations are used to identify institutional disci-

‘ plines in element 1003. This element is linked to data elements 1008 and
1010. This element corresponds to elements 2206, 3008, and 4404, and should
be consistent throughout all uses and files.

W Novernber 1973
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S DATA ELEMENT DICTIONARY
e Course Related Data Elements

i M Program Sector Identifier

The seventh and eighth digits of the Program Classification Structure code.
These two digits identify the level of a course.

ELEMENT
NUMBER

GCODES, CATEGORIES, AND COMMENTS:

This element s linked to elements 1008 and- 1009, 1t corresponds to elements 1006, 3009, and 4405 and should
be consistent throughout all uses and files.

The following codaes are recormended for use in programs 1.1, 1.2, 1.3, 1.4, 3.1, and 5,2. Many institutions
wil) be able to “erive this element from the Course Identifier (element 1004).

The categorization s §enera11y derived from the level of student to which any particular course offering
within a discipline is primarily directed.

Iggzgollowing categorfes of "course level" are contained in the Program Classificatfon Structure {(Gulko,

Code Cateqory

10, Preparatory

20. Lower Division

30. Upper Division

40. Combined Upper Division and Graduate or Professional

80. Graduate or Professional Only

*90, Other
The Information Exchange Procedures and Cost Finding Principles projects are recommending the following
aggregations:
Code Cateqory Description
20, Lower Division: Course offerings at a level of comprehension usually associated
with freshmen and sophomore students. This {s an aggregated
category that includes codes 10. and 20. listed above, all lower
division courses and those preparatory courses offered for credit.
30. Upper Division: Course offerings at a level of comprehension usually assoctated
with jJunior and senfor students. The jointly offered upper
division graduate courses should be classified as upper divisfon,
]gis {s an aggregated category including codes 30, and 40. I{sted
above.
50. Braduate: Course offerings at a Yevel of comprehension usually assocfated

with post-baccalaureate students. This category fs the same as
code 50, listed above.

*This category is not used for the IEP project. Courses in this classification should be assigned to the
most appropriate category.

FAA, RRPM, IEP, CFP, PM, HEFM, SWM

m November 1973

“ERIC
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ELEMENT
NUMBER

- DATA ELEMENT DICTIONARY
‘ _ , ' Course Related Data Elements

O EIEANER A Course Credits

The numerical credit value offered for a course,

NO COMMENTS:

CODES, CATEGORIE,

Estimated amount, to hundredths. Many noncredit courses are measured by other
means, but various NCHEMS products require a numerical credit equivalent. The
exchange standard developed in IEP requires that these course credit equivalents
must be expressed in terms of semester credit equivalents. The specified con-
version or translation ratios are institutionally defined. ’

00.00 No Credit Offered No-credit imputed for exchange purposes,

. i.e., preparatory courses.
XX XX No Credit Offered Imputed credit for exchange purposes,
i.e., thesis work. :
XX. XX Actual Credit Credits offered for successful course
completion.

99.99 Variable Credit Offered Institutionally defined.

This element corresponds‘ to element 5404, and should be consistent throughout
all uses and files.

« RRPM, SAM, CFP, PM, IEP, FAA, HEFM, SWM
November 1973

. Q (
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DATA ELEMENT DICTIONARY ELEMENT
’ : ‘ Course Related Data Elements NUMBER

B ELEMENT TITLE: Course Contact Hours

B oceinimon:

The number of hours this section/course is scheduled to meet within a specified
time period.

CODES. GATEGQMES. AND COMMENTS:

Actual number of contact hours, to hundredths. For those sections where
contact hours are not scheduled, an estimate should be made; e.g., thesis
work, independent study. '

Common usa_cje of this element is in terms of weekly student contact hours.

Weekly Student Contact Hour: A unit of measure that represents one
hour of scheduled Tnstruction given to one student in one week.

. Total weekly student contact hours for a course level within a disci-
pline are calculated by multiplying the number of hours per week each
course or section is scheduled to meet by the number of Students

enrolled in that course or section and aggregating the totals by
course level.

This element is 1inked to element 1106.

L uses TR

November 1973
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DATA ELEMENY DICTIONARY
. Course Related Data Elements

S ELEMENT TITLE: Course Duration

" DEFINITION:

ELEMENT
NUMBER

The period of time ovar which the course/section 1s scheduled.

CODES. CATEGORIES. AND COMMENTS:>

This element 1s usually expressed in number of weeks. Typically includes
the testing period but not vacation time. Therefore, "Course Duration"
does not necessarily match the time elapsed between course starting and
ending times.

- USES:

- November 1973
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. DATA ELEMENT DICTIONARY
: . Course Related Data Elements

| Term Date - Beginning

ELEMENT
NUMBER

DEFINITION:

The calendar date on which the term begins.

CODES, CATEGORIES. AND COMMENTS:

| Six-digit numeric code ~- YYMMDD; e.g., September 12, 1§73 = 730912,
See Appendix 5. |
- This element is linked to element 1015.

1.3.16
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S DATA ELEMENT DICTIONARY
. Lol Course Related Data Fiements

d . periniTION:

ELEMENT g
NUMBER |

The calendar date on which the term ends.

€ODES. CATEGORIES,  AND-COMMENTS:

$ix-digit numeric code -- YYMMDD; e.g., January 29, 1974 = 740129.
* See Appendix 5.
This element is 1inked to element 1014.

W November 1973

ERICT
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DATA ELEMENT DICTIONARY
Course Related bata Elements

ELEMENT
NUMBER

- Course Date - Beginning

The calendar date on which the course begins.

\CODES. CATEGORIES. AND COMMENTS:

Six-dfgit numeric code -- YYMMDD; e.g., September 14, 1973= 730314.
Sea Appendix 5.
This element is 1inked to element 1017.

ERIC 1.3.17



1017
ELEMENT [
NUMBER [

National Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
Course Rglated ‘Data Elements

ELEMENT TITLE: Course Date - Ending

The calendar date on which the course ends.

CODES. CATEGORIES, AND COMMENTS...

Six-digit numeric code -~ YYMMDD; e.g., January 23, 1974 = 740123,
See Appendix 5. |
This eleinent is linked to element 1016.

¢

m _November 1973
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DATA ELEMENT DICTIONARY
Course Related Data Elements

ELEMENT
NUMBER

S FLEMENT TITLE:

DEFINITION:

The institutionally accepted manner for evaluating a student's performance
or achievement in the course.

Grading System

CODES, CATEGORIES. AND COMMENTS:

Alternative grading systems are:
1. A, 8, C, D, E/F

2. Pass - Fail

3. 1-6

o .

Grading systems typically include techniques and/or codes reflecting the
student's status with respect to the course (i.e., withdrawn-pass,
withdrawn-fail, incomplete, audit, visitor, etc.).

Etc.

ATE 1SSUED: November 1973
L O | e
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DATA ELEMENT DICTIONARY
Course Related Data Elements

NUMBER

USRI R  special Course Fee

A charge to students for special items or special services to be utilized
in the course. ;

CODES, CATIEGORIES. AND COMMENTS:

Dollar amount, including cents. An example is an art fee for supplies consumed.
The fee must be for items to be used only for this course or section.

Excluded are general charges for such ngs as equipment breakage which

apply to more than one course.

: 1.3.20
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CHAPTER IV

COURSE~RELATED DATA ELEMENTS
SECTION ATTRIBUTE DATA

DED No. Title
1101 Section Identifier
1102 Section Size - Maximum
1103 Section Size - Actual
1104 Special Section Designation
1105 Special Facilities and Equipment - Requirement
1106 Section Contact Hours
. 1107 Method of Instruction

A separate block of data is recommended for each section of each course
each term. This block of data elements should be linked to Resource
Data (Data Element Dictionary, Course Section, Chapter V).

1.4.1
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DATA ELEMENT DICTIONARY
Course Related Data Elements

ELEMENT
NUMBER

Sectton Identifier

. DEFINITION:

The official number or other {dentifier that serves to uniquely {dentify
the section of the course,

CODES. CATEGORIES. AND COMMENTS: °

This element corresponds to elements 4408 and 5403, and should be consistent
throughout all uses and files.

This element should be 1inked to element 1004,

1.4.2
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DATA ELEMENT DICTIONARY
Course Refated Data Elements

m Section Size - Maximum

The maximum number of students that can be enrolled in/assigned to a section
of a course.

1102
ELEMENT
"NUMBER

RN

‘ CODES. CATEGORIES. AND COMMENTS:

Maximum headcount number of individuals. May be dictated by instruction or
facility requirements. May or may not include auditors, visitors. ete.,
depending on how the institution treats such students.

: m November 1973
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S DATA ELEMENT chTIONARY
' e Course Related Data Elements

ELEMENT TITLE: Section Size - Actual

The actual number of students enrolled in/assigned to a section of a course.

ELEMENT [
NUMBER [

CODES. CATEGORIES, AND  COMMENTS:

Actual headcount number of individuals. May or may not include auditors,
visitors, etc., depending on how the institution treats such students.

1.4.4
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DATA ELEMENT DICTIONARY
Course Related Data Elements

ELEMENT
NUMBER

ARV  Special Section Designation

. Thé'official number or other identifier that serves to identify this section
of a course as a special sectton.

CODES, CATEGORIES. AND COMMENTS:

Categories may include honors, remedial, freshmen only, etc.

FM

ERIC
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DATA ELEMENT DIcTIONARY
Course Roiated Data Elements

eLemenT [
NUMBER [

FLEMENT TITLE: Special Facilities and Equipment - Requirement

A ccde which indicates a requirement for spacial structural features,
arrangements, utilities, fixed equipment, or appliances in ordar to carry
out the necessary activities of the section. _

CODES, CATEGORIES. AND COMMENTS:

An institutionally defined code tnat specifies special requirement needs for
the section; i.e., Special Laboratory, Audio/Visual Equipment, Te]evision
(ciosed circuit). Computer-Assisted Instruction.

PM

IS voverber 1973
Q P —

ERIC
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DATA ELEMENT DICTIONARY :
Course Related Data Elements ' :

S ELEMENT
NUMBER B

: ; ELEMENT TITLE: Section Contact Hours

DEF!NITION:

The number of hours this. sect1on/course is scheduled to meet w1th1n a
specified time period. _

-CODESt CATEGORIES, AND COMMENTS: .

~ Actual number of contact houré. td hundredths. For those Secttons?wheré" 
contact hours are not schaduled, an estimate should be made; e.g., thesis

- work, independent study. Common usage of this element is 1n terms Of weekly
student contact hours. ‘ R

This element 1s linked to element 1012.

RRPM, SAM, PM, CFP, FAA, SWM
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ELEMENf'fE?
NUMBER

T DATA ELEMENT chTIONARY
. Ve Course Related Data Elements

: m - Method of Instruction

e DEFINITION:

The categorization of the methods by which organized instruction is conducted. ;‘ |
reflecting educational technology and the use of the facilities materials, ‘
and equipment. ‘

CODES. CATEGORIES, AND COMMENTS:

The following categories and definitions have been pilot tested by thé
Faculty Activity Analysis project and are recommended.

Code Category T Description
‘ A Lecture Formal presentation -~ primarily one-way comunicatibn.
B Laboratory - Instructing, preparing, and supervising student
investigations. .
C Recitation/ Two-way communication of course materials.
Discussion
D Seminar Students carry the major reqponsfbility for preparation.
E Independent Student(s) works independently with only minimal
Study faculty direction.
F Tutorial Students work one-to-one with the instructor.
G Programmed Course contents presented through programmed matertals.
Instruction '

November 1973

Q
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CHAPTER V

COURSE-RELATED DATA ELEMENTS
SECTION RESOURCE DATA

DED No. |  Title

- 1201 | Section Instructor - Name
1202 | Section Instructor - Identifiqr/
1203 Meeting Days ’
1204 | Meeting Time - Beginning
1205 Meeting Time -~ Ending
‘ 1206 Meeting“Piace - Building”
1207 ] Meeting Place = Room
L 1208 Faculty Contact Hours

A separate block of data is recommended for each section of each course
each term. This block of data elements should be linked throughout an -
subsections of the Data. Element Dictionary, Course Section.

1.5.1
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'DATA ELEMENT chTIONARY
Course Related Data Elements

Flftwk!lT

NUMGER |

Saction Instructor - Name

DEFINITION:

The legal combination of words by which the individual responsible for the

section {s known.

© CODES, CATEGORIES, AND COMMENTS:

Literal text that may include the following sub-elements:

a. Last name
b. Prefix

c. Suffix

‘4. Flrst mame
e. Middle name
f. Maiden name

If there {s more than one instructor responsible for the section, this data
element will have multiple occurrences.

This element corresponds to element 4001, and should be consistent throughout
all files and uses. :

This element is linked to element 1202.

1.5.2
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ELEMENT |
NU BE 4

DATA ELEMENT DIcTIONARY
Course Related Data Elements

L I _ e
3 ’ Section Instructor - Identifier

The officiaI number or other identifier that serves to unique1y 1dent1fy
the instructor responsible for this section. ,

CODES. CATEGORIES.-AND COMMENTS? -

Social Security number is typically used as an employee {dentifler. If
there 1s more than one instructor responsible for the section, this data
element will have multiple occurrences.

This element corresponds to element 4002, and should be consistent throughout
all uses and f11es. This e1ement 1s linked to e1ement 1201

B PN L

ISSUED: November 1973
| - 1.5.3
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S eLEMENT [

DATA ELEMENT DICTIONARY
Course Related Data Efements

-

ELEMENT TITLE: Meeting Days

The day(s) of the week this section is scheduled to meet.

™ TR

CODES. CATEGORIES. 'AND COMMENTS:

Code Category
MO Monday
TU Tuesday
WE Wednesday
TH Thursday
FR Friday
- L 5A - Saturday
. SuU Sunday
AR To Be Arranged

A1l meeting-related data elements (elements 1203-1207) should be linked
together.

RIC" —
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N ELEMENT
NUER

DATA ELEMENT DICTIONARY
Course Related Data Eiements

B ELEMENT TITLE: Meeting Time - Beginning

The time of day the section commences, in 24~hour c¢lock time.

CODES’ CATEGORIES. AND COMMENTS:

If the beginning meeting time for each meeting day is not the same, there
must be an entry for each meaeting day. This data element may be omitted .
for those sections that are unscheduled. o

November 1973
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. Courss Related Data Elements NUMBER

" DATA ELEMENT DICTIONARY B cvenT B

w Meeting Time - Ending

DEFINITION: .

" The time of day the section ends, in 24-hour clock time.

CODES. CATEGOR'lES..AND COM 'VENTS:

If the ending time for each meeting day is not the same, there must be
an entry for each meeting day. This data element may be omitted for
those sections that are unscheduled.

PO o vereer 17
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o DATA ELEMENT DICTIONARY ELEMENT
. Course Related Data Elements NUMBER

w Meating Place - Building |
R ‘ |

2 DEFINITION:

" The official number or other identifier that serves to uniquely identi fy the
facility (building) where this section 1s scheduled to meet.

conzs. cmseomes. AND COMMEN_TS: B \\

If the meeting place 1s not 1n the same building for each meeting day, there". G
~must be an entry for each meeting day. This data element may be omitted for -
I.hoietsictions that are unscheduled and consume no physical resources. of the
institution, E .

This element corresponds to element 2001, -and shou1d be consistent thnoughout
all uses and files. _ o

November 1973
o 1.5.7
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DATA ELEMENT chTIONARY
Course Related Data Elements

| ENT G
NUMBER [EEEE

~ Meating Place - Room

DEFINITION:

The official number or other identifier that serves to uniquely identify the
room in which this section {s scheduled to meet.

CODES.QATEGONES.AND COMMENTS:

If the meeting room is not the same on each meeting day, there must be an

entry for each meeting day. This data element may be omitted for those

?ect}onsithat are unscheduled or consume no physical resources of the
nstitution.

This element corresponds to element 2201, and should be consistent throughout
all uses and files.
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DATA ELEMENT DICTIONARY | ELEMENT k
Course Related Data Elements ~ B NUMBER |

| ELEMENT TITLE: Faculty Contact Hours
‘_ DEFINITION:

" The schedu1ed nurber of hours of instructional staff time spent in contact
“with & section for a schedu1ed period of time.

CODES.NCATEGORIES. AND CON}MENTS:

| Scheduled number of faculty contact hours, to hundredths. For those éedtions' ‘ e
where contact hours are not scheduled, an estimate shou1d be made; e.g., thes‘ls o
work, independent study, etc.

This element is usually expressed in hours per week.

Total faculty contact hours for a course level within a discipline are ca1cu1ated o
. by summing the number of hours per week each course or section is scheduled to
: meet and aggregating the totals by course level.

C uses T
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CHAPTER VI

COURSE-RELATED DATA ELEMENTS

SUGGESTED COBOL PICTURES

DATA ELEMENT

Course Contact Hours
Course Credits

Course Date - Beginning
Course Date - Ending
Course Duration

Course Enrollment

Course Identifier

Course Level

Course Title

Discipline

- Faculty Contact Hours
Grading System

Joint Offering Identifier
Meeting Days

Meeting Place - Building
Meeting Place - Room
Meeting Time - Beginning
Meeting Time - Ending
Method of Instruction
Organizational Unit
Program Category Identifier
Program Identifier
Program Sector Identifier
Section Contact Hours

- Section Identifier

Section Instructor - Identifier

Section Instructor - Name

Section Size - Actual

Section Size - Maximum

Special Course Fee

Spectal Facilities and Equipment - Requirement
Special Section Designation

Term Date - Beginning

Term Date - Ending

RN

COBOL

 PICTURE
- 99v99

99v99

;9502;

99V9
9(04
x{10
901}
X {25
9(04
99V9
x{01
x(16
x(02
% (06
x(04)
9(04
9l04)
9(01)
x(06)
9(04
9(02) -
9{02)
99V9

X(09)
X(16)
9(04

~ olo4

ol

1
otoe)

X(04) SRR




‘ CHAPTER VIT
.. COURSE-RELATED DATA ELEMENTS
| CHANGES FROM FIRST EDITION

oLD NEW - CORRESPONDING CURRENT

© PREVIOUS DATA ELEMENT __ DED No. _DED . — DATA ELEMENT
i~¥f;-COurse'Léve1 SRS (1) S 71006' COUrse Level |
C_oursé 'Number e 004 ,1004' ,COurse Identifier
%f~ Couf§e:T1tle o 102 1005 ’Course_TitIQ s
o Credit 15 | 1011 course ,‘c‘r‘éﬁ{ts)' ‘:'
_‘: ,:Gradin9 Method e | 1018"GradiﬁgiSVSfeh' {17“'z»‘i
~ HEBIS Discipline Diviston T
~ and Spec1a1ty . 003 1003 Discipline T
Instructor Ident1f1cation 303 1201 Section Instrucbor . Name

1202 Section Instructor = Identif{eri"i
1107 Method of Instruction -

Joint Offering 103 1m2qwnwmwuumﬁw'

Meeting Days . 304 1203 Meeting Days

Meeting Place 306 1207~ Meeting Place - Room :
1206  Meeting Place - Bullding

Meeting Time 305 1204  Meeting Time - Beginning
1205  Meeting Time - Ending

Number of Weeks Offered 108 1013  Course Duration

Organizational Unit 001 1001 OrganizationaT Unit

Program Identification 104 1009  Program Category ldentifier

1008 . Program Idantifier
1010 Program Sector ldentifier

1.7.1



~ COURSE CHANGES - Continued

: b o

CORRESPONDING CURRENT

1106

1.7.2

R T T U (e R NEW
o REVIOUS‘DATA ELEMENT - DED NOg_ DED NO.{V | DATA ELEMENT
 Section ldentification 201 ""1101‘, Section Identifier |
ﬂ section Size 307 | 1102 Section Size - Meximum S
R S § LV Section Stzo - Actual
’Speciai Facilities 309 | 1105 . Special Faciiities and
. Requirements : R EE Equipment - Requirement ,
~ Special Section 308 1104 j;speciai Section Designation
~ Identification T T i
* SubJect Field 002 | 1003 Discipline | Rl
Weekly Contact Hours 302 Section ,cOni;act Hours =




 COURSE CHANGES - Continued

> DELETIONS g

ADDITIONS

 cred1t Base | 1osi
'1Former Course Identificat1on 109
| SQct1on Instruction,Type

~ DED N0,

S8

DED D,

o1z
1016

07

1014
1016

1.7.3

'Course Contact Hours :«; S

_ :?10§7r; C0urse Enrol1ment
S a'}ZOS‘f Facu1ty Contact Hours;f
S ﬂ;f; ibiéb f r~
| LTerm Date - Beginningfe

fTerm Date - End1ngy_

Course Date - Beginning o
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CHAPTER 1

FACILITIES-RELATED DATA ELEMENTS
DICTIONARY ORGANIZATION AND FORMAT

This section of the Data Element Dictionary contains the data elements

pertaining to the physical facilities of an institution.

For purposes of the Data Element Dictionary, a facility is defined as:

Any phyeical struotuve or gpace required by the institution for the
performnae of ite programe and related activities. Inoluded are
parking aveas, roads, walke, outdoor playing areas, buildings,

parks, service areas, agricultural fields, and landscaped areas.

building is defined as:

One type of facility; a structure with a roof for permanent or

temporary shelter of persons, animals, or equipment.
room is defined as:
A walled or partitioned usable space within aq butlding which has

6'8" headroom or greater, which has walking access, and which can

be ocoupied.

\)4 . . 2.1.3




The definitions contained within this document are consistent with those

found in the Higher Education Facilities Inventory and Classification

Manual (Romney, 1972) and Classification of Building Areas (1964). The

facilities-related data elements identified in this section of the Data

Element Dictionary have been grouped into three data blocks for convenient

presentation and examination. The numbers attached to the elements are
intended only to faoilitate tdentification and location of the elements

and have no implication for etandard coding praotices., The three blocks
of facilities-related data elements are:

1. 2001-2099 Facility Data

This block includes data elements that describe character-
istics common to each facility of the institution. Note:
The data elements included within this block are typically
related to those facilities that are buildings. However,
many of these elements may also be applicable to other

types of facilities. Data elements that are unique to

facilities other than buildings have not been included.

2. 2101-2199 Building Data

This block of data elements contains descriptive character-

istics applicable to each building of the institution.

Q. 2.1.4




3. 2201-2299 Room Data

This block of data elements contains descriptive character-
istics of assignable interior spaces of a building, i.e.,

each room within each building.

Facilities that are not buildings would have only the Facility block of
data elements associated with them. However, facilities that are buildings
would have the Facility Data block, Building Data block, and Room Data
block associated with them. Associated with each building would normally
be multiple Room Data blocks. .

The description of each data element contains the following information:

1.  Element Number: A four-digit number to identify each data element.

The first digit of the element number specifies the section of the.

Data Element Dictionary this element 1s related to. The second

digit of the element number defines the appropriate data block to
which the data element is assigned. The other two digits\merely
provide a sequential identification of the data element within that
data block. \

2. Element Title: A brief 1dentification of the data element.

3. Definition: A brief description of the data element.

ERIC 2.1



5.

Codes, Categories, and Comments: A description of the suggested

codes: or recording instructions, 1f appropriate. May also include
detailed categorical definitions. or additional information that
may be required to further define the data element, justify its
inclusion, identify its relationship to other data elements, or

1dentify the source of data category definitions.

Uses: An 1dentification of various NCHEMS products that require
or are 1ikely to require this data element in the future, either
where i1t s required in its absolute form or where it 1s required
to derive another data element used by an NCHEMS product. Most

data elements fall into this latter category.

The following abt: sviations are used to describe the various NCHEMS

products:
Cost Finding Principles CFpP
Higher Education Facilities Inventory |

and Ciassification Manual FICM .
Higher Education Facilities Planning and .

Management Manuals SAM
Information Exchange Procedures 1EP
Program Measures PM
Statewide Measures SWM

2.1.6



6. Date Issued: Indicates calendar date on which NCHEMS released this
version of the data element. Institutions may wish to use the "date

1ssued" space for those data elements they have added to the Data

Element Dictionary.

‘ o 2.1.7




CHAPTER I1

FACILITIES-RELATED DATA ELEMENT
INDICES

ALPHABETICAL INDEX

Data Element

Actual Number of Stations
Assignable Area

Assignable Square Feet

'Book Value - Facility
Circulation Area

Condition

Custodial Area

Design Capacity

Estimated Replacement Cost
Facility Identifier iQ
Facility Inventory Date -
Facility Name

Faci1ity Name Abbreviation
Functional Suitability - Facility
Functional Suitability - Room
Gross Area

Initiai Occupancy Date
Location - Facility

Mechanical Area

2.2.1

2213
2101
2203
2007
2104

2009

2103
2207
2005
2001
2012
2002
2003
2010
2209
2004 -
2107
201
2105

2,514

2.4.2
2.5.4
2.3.8
2.4.5
2.3.10

2.4.4

2.5.8
2.3.6
2.3.2

- 2.3.13

2,.3.3
2.3.4
2.3.1
2.5.10
2.3.5
2.4.8
2.3.12
2.4.6



Data Element

Nonassignable Area

Number of Levels
Organizational Unit - Room
Ownership

Program Category Identifier
Program Identifier

Room Accessibility

Room ldentifier

Room Inventory Date

Room Use

Special Facilities and Equipment - Availability

Station Type
Structural Area
Structural Type

Year of Construction

(S
i o oo

2.2.2




ALPHABETICAL INDEX BY NCHEMS PRODUCT

NCHEMS PRODUCT

COST FINDING
PRINCIPLES (CFP)

HIGHER EOUCATION
FACILITIES INVENTORY
AND CLASSIFICATION
MANUAL (F1¢M)

HIGHER EDUCATION
FACILITIES PLANNING
AND MANAGEMENT
MANUALS (SAM)

DATA_ELEMENT

Book Value - Facility
Ownership

Actual Number of Stations
Assignable Area

Assignable Square feet
Circulation Area

Condition

Custodial Area

Design Capacity

Estimated Replacement Cost
Facility Identifier
Faci1ity Inventory Date
Facility Name

Gross Area

Mechanical Area
Nonassignable Area
Organizational Unit - Room
Ownership

Program Category Identifier
Program Identifier

Room Identifier

Room Inventory Date

Room Use

Structural Area

Year of Construction

Actual Number of Stations
Assignable Area
Assignable Square Feet.
Condi tion

Design Capacity

Facility Identifier
Facility Inventory Date
Facility Name

Functional Suitability - Facility
Functional Suitability - Room

Gross Area

Nonassignable Area
Organizational Unit - Room
Program Identifier

Room Identifier

Room Inventory Date

Room Use

Station Type

2.2.3

2007
2008

2213
2101
2203
2104
2009
2103
2207
2005
2001
2012
2002
2004
2105
2102
2204
2008
2206
2205
2201
2212
2202
2106
2006

2213
2101
2203
2009
2207
2001
2012
2002

2010

2209
2004
2102
2204
2205
2201
2212
2202
2208



NCHEMS PRODUCT DATA_ELEMENT ' OED_NO.

INFORMATION EXCHANGE Assignable Area ' ' 2101

PROCEDURES (IEP) Assignable Square Feet : 2203
Program Category Identifier 2206
Program Identifier . 2205
Room Use 2202
PROGRAM_MEASURES (PM) Actual Number of Stations 2213
Assignable Square Fegt 2203
Design Capacity 2207
Program Category Identifier - 2206
Program Identifier 2205
Room Use 2202
STATEWIDE MEASURES (SWM) Actual Number of Stations 2213
Assignable Area 2101
Assi?nable Square Feet 2203
Condition 2009
Design Capacity 2207
Estimated Replacement Cost: 2005
Functional Suitability - Facility 010
Functional Suitability - Room 209
Gross Area 2004
Nonassianable Area 2102
Ownership 2008
Program Category Identifier 2206
Program ldentifier 2205
Room Use 2202
Station Type 2208
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CHAPTER III

FACILITIES-RELATED DATA ELEMENTS
- FACILITY DATA

DED No. Title

2001 Faci1ity Identifier

2002 Faci1ity Name

2003 Facility Name Abbreviation
2004 Gross Area

2005 Estimated Replacement Cost
2006 Year of Construction

2007 Book Value - Facility

2008 Ownership

2009 Condition

2010 Functional Suftability - Facility
2011 Location - Facility

2012 Factlity Inventory Date

? s$€$rate block of data elements should be collected for each institutional
acility.

2.3.1




National Center for Higher Edlucation Management S'sstems

DATA ELEMENT DICTIONARY
Facilities Related Data Elements

ELEMENT
NUMBER

.ELEMENT ?TITLE: Facility ldentifier

~ DEFINITION:

';heigﬁicia] number or other identifier that serves to uniquely identify the
acility.

CODES, CATEGORIES. AND COMMENTS:

This element corresponds to element 1206 and element 4014, This element is 1inked
to elements 2002 and 2003. '

£y

SAM, FICM

~ November 1973
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National Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
. Facllities Related Data Elements

ELEMENT
NUMBER

ELEMENT TITLE: Facility Name

DEFINITION:

The officfal name for the facility,

CODES. CATEGORIES, AND COMMENTS:

This element corresponds to element 4015. This element 1s 1inked to elements
2001 and 2003. ‘

© BT

Q
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National Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
Facilities Related Data Elements

Facility Name Abbreviation
*

An abbreviation of the name of the facility.

ELEMENT"
NUMBER

CODES, CATEGORIES. AND COMMENTS:

This element 1s 1fnked to elements 2001 and 2002,

y November 1973

IC A 2.3.4




National Center for Higher Education Management Systems -

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Facilities Related Data Elements

<
ELEMENT TITLE: Gross Area

DEFINITION:

The total sum of the area of the facility included within its boundaries.
For buildings, the gross area is equal to the sum of the floor areas of

the building included within the outside faces of exterior walls for all
stories or areas that have floor surfaces.

' CODES. CATEGORIES. AND COMMENTS:

To derive this element, measure the actual gross area in square feet or acreage:
i.e., building and land.

ORI . s, o
: —
DATE ISSUED: November 1973
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Natlonal Center for Higher Edlucation Management Systems

DATA ELEMENT DICTIONARY
Facliities Related Data Elements

Estimated Replacement Cost

The estimated cost to replace the facility at the time of the inventory,
usually determined in terms of the cost to replace the facility* at current
construction rates, and in accordance with current facility codes and standard

construction methods, and current accepted practices and policies of the
institution.

ELEMENT
NUMBER

CODES, CATEGORIES, AND COMMENTS:

Actual dollar amount (rounded to nearest whole dollar).

*If the facility is a building, the estimated replacement cost should be
determined in terms of the cost to replace the building's assignable floor
area at current construction costs in accordance with current building codes,

standard construction methods, and currently accepted practices and policies
of the institution.

2‘ 3!6



National Center for Higher Education Management Systems

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Facilities Related Data Elements

e

ELEMENT TITLE: Year of Construction

DEFINITION:

The calendar year in which the original facility was completed regardless of
any later date of occupancy, as in the case of leased or rented facilities.

CODES., CATEGORIES, AND COMMENTS:

Three low-order digits of calendar year; e.g., 1972 = "972",

DATE ISSUED: November 1973
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National Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
Facilities Related Data Elements

Book Value - Facility

The dollar amount carried by the institution on 1ts financial records as the
book value of the facility.

2007 |

ELEMENT
NUMBER -

CODES, CATEGORIES, AND COMMENTS:

Actual dollar amount (rounded to nearest whole dollar), Capital improvements
would usually increase the book value of the facility.

Include fixed equipment cost, site acquisition, and/or development cost in
determining total book value for a facility.

DATE ISSUED: November 1973
—
EMC 2.3.8 ¢

IToxt Provided by ERI




National Center for Higher Education Management Systems

2008

DATA ELEMENT DICT{ONARY , E_LEMENT
Facilities Related Data Elements ‘ NUMBER

ELEMENT TITLE: Ownership

QEFINITION: |

The agency with which the title to the facility restis.

CODES, CATEGORIES, AND COMMENTS:

Code ' Category/Definition
1 Owned Fee Simple.
2 Title vested in the institution and being paid for on an annrtization

schedule (regardless of whether the facility is shared with another
institution or organization).

. 3 Title vested in a holding conpany or building corporation to which
payments are being made by the institution; title will ultimately pass
to the institution, (Includes lease-purchase arrangements. )

4 Not owned by the institution, but leased or rented to the 1nst1tution
at a typical local rate.

5 Not owned by the institution, but made available to tha institution
either at no cost or at a nominal rate.

6 Not owned by the institution, but shared with an!ducaﬁonal organiza-

tion that is not a postsecondary educational institution.

7 Not owned by the institution, but shared with another postsecondary
educational institution.

8 Other (e.g., not owned by the institution, but shared with a non-
educational institution).

The above categories and definitions are those recommended in the Higher
Education Faciiities Inventory and Classification Manual (Romney, 1972).

Q
2‘ 3'9




National Center for Higher Eclucation Management Systems

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Facllities Related Data Elements

ELEMENT TITLE:

Condition

OEFINITION:

The physical status and quality of the facility at the time of the inventory, based
upon the best judgment of those responsible for campus development and/or state

defined rates.

CODES, CATEGORIES, AND COMMENTS:

Code Category

Satisfactory
Remodeling-A

N -

3 Remodeling-8

4 Remodeling-C

5 Demolition

6 Termination

Definition

Suitable for continued use with normal maintenance.

Requires restoration to present acceptable standards without

major room use changes, alterations, modernizations, or expansion.

The approximate cost of Remodeling A is not greater than 25% of

the estimated replacement cost of the facility.

Requires major updating and/or modernization of the facility.

The approximate cost of Remodeling B is greater than 25%, but

2ot1?;eater than 50% of the estimated replacement cost of the
acility.

Requires major remodeling of the facility. The approximate cost

of Remodeling C is greater than 50% of the replacement cost of

the facility. ,

Should be demolished or abandoned because the facility is unsafe

or structurally unsound, irrespective of the need for the space

or the availability of funds for a replacement. This category

takes precedence over categories 1, 2, 3, & 4. If a facility is

scheduled for demolition, its condition is recorded as "demolition,"
regardless of its condition.

Planned termination or relinquishment of occupancy of the facility

for reasons other than unsafeness or structural unsoundpess,

such as abandonment of temporary units or vacation of leased

space. This category takes precedence over 1, 2, 3, & 4, 1f a

facility is scheduled for termination, its condition is recorded

as "termination," regardless of its condition.

The above categories and definitions are those recommended in the Higher Education
Facilities Inventory and Classification Manual (Romney, 1972). Many of these

categories would be applicable only to buildings.:

lDATE ISSUED: November 1973
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National Center for Higher Education Management Systems m
ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Facilities Related Data Elements

ELEMENT TITLE:
DEFINITION:

A rating for the appropriateness of the facility for 1ts assigned activities.

Functional Suitability - Facility

CODES. CATEGORIES. AND COMMENTS:

An institutionally defined rating. This data element may take precedence over
data element 2209 (Functional Suitability - Room). ' C

O -
November 1973
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National Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
Facilities Related Data Elements

Location - Facility

The institutional designation of the geographic placement of the facility.

ELEMENT
NUMBER

CODES. CATEGORIES, AND COMMENTS:

Campus facilities often are located using the coordinates of a campus grid

system. Special desi?nating schemes would be necessary to code the location
of off-campus facilities.

) USES:
" DATE ISSUED: November 1973
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ELEMENT
NUMBER

National Center for Higher Education Management Systems

. DATA ELEMENT DICTIONARY
. | Facilities Refated Data Elements

~ Facility Inventory Date

DEFINITION:,

The calendar date when this facility was added to the inventory or when the
inventory for this facility was updated.

CODES, CATEGORIES. AND COMMENTS:

Six-d1git numeric code -~ YYMMDD; 1.e., March 1, 1949 = 490301,
See Appendix 5.

e T
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CHAPTER 1V

FACILITIES-RELATED DATA ELEMENTS
BUILDING DATA

DED No. Title
2101 Assignable Area
2102 Nonassignable Area
2103 Custodial Area
2104 Circulation Area
2105 Mechanical Area
2106 Structural Area
2107 Initial Occupancy Date
2108 Number of Levels
2109 Structural Type

The data elements in this chapter should be 1inked together. A separate block of
data is recommended for each building. This block of data elements should be
1inked to related data blocks in Chapters III and V of the Data Element Dictionary
Facilities Section.

2.4.1



National Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY ELEMENT
Facllities Related Data Elements NUMBER

The sum of all areas on all floors of a building assigned to, or available for
assignment to, or available for assignment to an occupant; including every type
of space functionally usable by an occupant expecting those spaces defined as
custodial, circulation, mechanical, and structural areas.

- CODES. CATEGORIES, AND COMMENTS:

Actual assignable area square footage. A1l assignable areas should be
surfaces that form the boundaries of the designated areas. Assignable areas
should be calculated to the nearest square foot.

® m FICM, SAM, IEP, SHM
ERIC
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National Center for Higher Education Management Systems

ELEMENT
NUMBER

: DATA ELEMENT DICTIONARY
. Facilities Related Data Elements

M Nonassignable Area

% _DEFINTTAON,

That portion of the area of a building that is not avatlable for assignment
to buildin? occupants but that instead is necessary for the general operation
of the building. By definition, nonassignable area consists exclusively of
the following: circulation, custodial, mechanical, and structural areas.

CODES, CATEGORIES, AND COMMENJS:

Actual nonassigncble area square footage. This element is equal to data element
2004 (Gross Area) less data element 2101 (Assignable Area).

L
O M o 5. s

| DATE ISSUED:

November 1973
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National Center for Higher Education Management Systems [, -

DATA ELEMENT DICTIONARY
‘ Facilities Related Data Elements

ELEMENT TITLE: Custodial Area

- DEFINITION:

That portion of the nonassignable area that is the sum of all areas of a
building used for 1ts protection, care, and maintenance.

Actual custodia) area square footage. Custodial space should include such

areas as trashrooms, guardrooms, custodial rooms, custodial locker rooms,
and custodial suppiy rooms.

K] s JGT

Y Toverier 1573
ERIC
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National Center for Higher Education Management Systems

ELEMENT

DATA ELEMENT DICTIONARY
‘ Facllities Related Data Elements

ELEMENT WJLE:- Circulation Area

DEFINITION:

That nonass1?nab19 portion of a building which 1s required for physical access
to some subdivision of space, whether directly bounded by partitions or not.

* CODES, CATEGORIES, AND COMMENTS:

Actual circulation area square fontage. Circulation space should include;
but not be 1imited to, corridors, elevator shafts, escalators, fire towers,
stairways, loading platforms, elevator lobbias, and tunnels and bridges.

2.4.5
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National Center for Higher Education Management Systems | .

DATA ELEMENT DICTIONARY
‘ Facilities Related Data Elements

ELEMENT THTLE: . Mechanical Area

“ DEFINITION:

That portion of the gross area designed to house mechanical equipment, utility
services, and nonprivate toilet facilities.

*‘CODES, GATEGORIES, AND COMMENTS:

Actual mechanical area square footage. Mechanical areas should include, but
not. be 1imited to, central utility plants, airduct shafts, boiler rooms, fixed
mechanical and electrical rooms, fuel rooms, mechanical service shafts, meter

and communication closets, service chutes, stacks, and nonprivate toilet rooms
{custodial and public).

® IR
R ATE . ISSUED:
R BB Novenber 1973

IToxt Provided by ERI
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National Center for Higher Education Management Systems

2106

DATA ELEMENT DICTIONARY
. Facilities Related Data Elements

ELEMENT TITLE:, Structural Area

DEFINJTION:

That portion of the gross area that cannot be occupied or put to use because
of the presence of structural features of the building.

© CODES.-CATEGORIES, AND COMMENTS: '

Structural area should generally be determined by assuming it to be the residual
area after the assignable, circulation, custodfal, and mechanical areas have
been subtracted from the gross area. Examples of building features normally
classified as structural area are exterior walls, fire walls, permanent parti-
;ig?zi and unusable arveas in attics, basements, or comparable portions of a

u ng.

O November 1973
/e ssueo:
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National Center for Higher Edlucation Management Systems

2107
*

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
‘ 4 Facllities Refated Data Elements

ELEMENT TITLE: Initial Occupancy Date

DEFINITION:

The calendar date when this building was first occupied by the institution.

CODES, CATEGORIES, AND COMMENTS:

Six-digit numeric code - YYMMDD; 1.e., November 12, 1948 = 481112.

See Appendix 5.
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National Center for Higher Education Management Systems m
ELEME?I
NUMBER

DATA ELEMENT DICTIONARY
. Facilities Related Data Elements

ELEMENT TITLE: Number of Levels

_ DEFINITION: -

The number of floor levels in the building, including basements and sub-basements,
mezzanines, and attics.

COOVES. CATEGORIES, AND COMMENTS:

Actual number of levels. Each floor level should include some assignable area.

W November 1973
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National Center for Higher Education Management Systems m
ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
. Facliities Related Data Elements

" DEFINITION: ™

The major construction components of the building.

CODES, CATEGORIES,. AND COMMENTS:

An institutionally defined set of codes that delineate possible structural
categories.

November 1973
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CHAPTER V

FACILITIES-RELATED DATA ELEMENTS

ROOM DATA
DED No. Title
2201 Room Identifier
2202 Room Use
2203 Assiynable Square Feet
2204 Organizational Unit - Room
2205 Program Identifier
2206 Program Category Identifier
2207 Design Capacity
2208 Station Type
2209 Functional Suitability - Room
2210 Room Accessibility
2211 Special Facilities and Cquipment - Availability
2212 Room Inventory Date
2213 Actual Number of Stations

The elements in this block of data are to be 1inked together.
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National Center for Higher Education Management Systems m
ELEMENT
NUMBER

DATA ELEMENT DICTINNARY
. Facilities Related Data Elements

ELEMENT TITLE: Room Identifier

DEFINITION:

The official number or other identifier that serves to uniquely identify the
room.

CODES,” CATEGORIES, AND COMMENTS::

Normally, this is the room numter. The Facility ldentifier should be used
in conjunction with the Room Identifier in order to identify the room
uniquely.{ This element g{)rr‘esponds to elements 1207 and 4016.

g vses -~ JGENER
g c 15svco.  [ITETTRER
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National Center for Higher Education Management Systems m
ELEMENT
NUMBER

DATA ELEMENT DICTiONARY
Facilities Related Data Elements

Description of the use of each room according to the standard categorization

;chem? presented in the Higher Education Facilities Inventory and Classification
anual,

CODES, CATEGORIES; AND®COMMENTS:

Categorization of rooms by primary use is in accordance with the Higher

Education Facilities Inventory and Classification Manual (Romney,
See Appendix & for codes and ﬁe?initions of the categories and subcategories.

m Novembeyr 1973
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~ Natlonal Center for nghe'r Education Management Systems |

‘ELEMENT g

'DATA ELEMENT DICTIONARY NUMBER'

Facllitles Related Data Elements

BN CLEMENT TITLE: Assignable Square Feet

Bl DEFINITION:

The floor area of the room, measured between the principal surface of the walls
and partitions at or near floor level,

B CODES, CATEGORIES, AND COMMENTS:

Room assignable square footage should be computed to the nearest square foot.

. FICM, SAM, PM, IEP, SWM
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National Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
Facllities Related Data Elements

ELEMENT
‘NUMBER

"ELEMENT TITLE: Oryanizational Unit « Room

~ DEFINITION: -

The academic department or other organizational division to which a room is
assigned,

" CODES. CATEGORIES, AND COMMENTS:

This element corresponds to elements 1001, 3010, and 4203, and should be
consistent throughout all uses and files.

Where there are multiple uses by different departments, primary intent or
major uses should be the consideration for assignment,

L] uses T
W November 1973
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~ National Center for Higher Education Management Systems m
| ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
. Facllities Related Data Elements

ELEMENT TITLE: Program Identifier

DEFINITION:

Thé two-digit numeric code corresponding to the first two digits of the
Program Classification Structure code that identify the program to which the
activities occurring in the room contribute.

CODES; CATEGORIES, AND COMMENTS:

The first two digits of the Program Classification_Structure code.

These data imply "a room-by-room coding of programs and program cate¢ories
(discipline categories) and are designed only for the smallest of institu-
tions. For larger colleges and universities, an alternative method that
1s more compatible with modern data processing capabilities would be to
summarize the information on the basis of room use categories for each

. institutional organizational unit and then assign the appropriate program
and program category codes to each group of rooms, applying any appropriate
prorations and/or distributions to these aggregate amounts of floor area."*

This element corresponds to elements 1008, 3007, and 4403, and should be
consistent throughout all uses and files.

*Leonard C. Romney, Higher Education Facilities Inventory and Classification

Manual. (Boulder, Colorado: Western Interstate Commissfon for Higher Education,
December, 1972). p. 21. '

ST o

W November 1973

ERIC
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National Center for Higher Education Management Systems m
ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Facilities Related Data Elemeats

w Program Category Identifier

The third through the sixth digits of the Program Classitication Structure
code. This four-digit classification 1den£1?ies related program elements by
disgiglize area or major function to which the activities occurring in the room
contribute,

CODES, CATEGORIES, AND COMMENTS: '

Standardized program category four-digit numeric codes described in NCHEMS
Program Classification Structure (Gulko, 1972).

See Appendix 1.

This element corresponds to elements 1009, 3008, and 4404. It should be
consistent throughout all uses and files.

“ IEP, PM, FICM, SWM=~-~"
W November 1973
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National Center for Higher Eclucation Management Systems
ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
. Facilities Related Data Elements

ELEMENT TITLE: Design Capacity

DEFINITION:

The number of stations which a room is designed to accommodate at one time when
used in the manner originally intended.

. CODES, CATEGORIES, AND COMMENTS:

This element may be a function of design capacity or some existing standard.

L uses - R
DATE 'ISSUED: November 1973

Q
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Naitonal Center for Higher Education Managemeni Systems

ELEMENT
NUMBER

- DATA ELEMENT DICTIONARY
Facilities Related Data Elements

ELEMENT T LE: Station Type

~ DEFINITION:

An institutionally defined code for the type of station(s) within this room.

' CODES, CATEGORIES, AND COMMENTS:

May include fixed or movable chairs, table seating, stools, lab stations,
desks, etc.

November 1973
ERIC

Provided by ERIC
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Natlonal Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY | ELEMENT
Facllities Related Data Elements NUMBER

Functional Suitability - Room

An institutionally defined rating for the appropriateness of the room for its
2ssigned activities.

CODES, CATEGORIES, AND COMMENTS:

This element may be overridden by the functional suitability of the building
(element 2010).

Categories may include satisfactory, needs major renovation, inadequate for this
program, etc.

_ USES:

SAM, SWM

| DATEIISS_UE November 1973
Q
’C
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National Center for Higher Education Management Systems 2310

DATA ELEMENT DICTIONARY
0 Facilities Related Data Elements

Room Accessibility

An iyndication of whether or not the room is accessible by a persor in a wheel chair.

"~ CODES.” CATEGORIES. AND COMMENTS:

Although the door to a given room may be wide enough to accommodate entrance
by a wheel chair, perhaps no ramp to the building or elevator is available.
Hence, rooms in such a building should not be coded as accessible.

ST

B DATE ISSUED: November 1973
: Q !
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National Center for Higher Education Management Systems m
ELEMENT
NUMBER

" DATA ELEMENT DICTIONARY
Facllitiss Related Data Elements

ELEMENT TITLE: Special Facilities and Equipment = Availahility -

~ DEFINITION:

A code which indicates the availability of speciél structural features, arrange-
ments, utilities, fixed equipment, or appliances in a room.

_CODES, CATEGORIES, AND COMMENYS: "

An institutionally defined code that may be based on programmatic factors or
maintenance factors; e.g., afr conditioned, special equipment, built-in computer
terminals, closed circuit TV, etc.

)

©
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Natlonal Center for Higher Education Management Systems

ELEMENT
NUMBER

DATA ELEMENT DISTIONARY
Q Facliities Related Data Elemeuts

-

ELEMENT TITLE: Room Inventory Date

DE.FINITION: '

The calendar date when the inventory for this room was taken or updated.

CODES, CATEGORIES,*AND COMMENTS:

Six-digit numeric code -- YYMMDD; 1.e., July 1, 1972 = 720701.
See Appendix 5,

R uses PR
W November 1973
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National Center for Hicher Education Management Systems |

DATA ELEMENT DICTIONARY ELEMENT
Facilities Refated Data Elements NUMB

AR LRI GT  Actual Number of Stations

DERJNITION:

The actual number of stations for primary occupants or users of the room,

' COBES, ‘CATEGPRIES, AND COMMEN]S:

The number of stations may be zggregated by station type.

}

L uses: - AR
| DATE ISSUED: Noverber 1973

Q
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CHAPTER Y1

FACILITY-RELATED DATA ELEMENTS
SUGGESTED COBOL PICTURES

DED COBOL
DATA ELEMENTS NO. PICTURE
Actual Number of Stations 2213 9(04
Assignable Area 2101 9(07
Assignable Square Feet 2203 9(05
Book Value - Facility 2007 9(08
Circulation Area 2104 9(06
Condition 2009 9(01
Custodial Area 2103 9(06
Design Capacity 2207 9(04
Estimated Replacement Cost 2005 9(08
Facility ldentifier 2001 X(06
Facility Inventory Date 2012 9(06
Facility Name 2002 X(30
Facility Name Abbreviation , 2003 X(06
Functional Suitability - Facility 2010 X(01
Functional Suitability - Room 2209 X{01
Gross Area 2004 9(07
Initial Occupancy Date 2107 9(06
Location - Facility 20N X(10
Mechanical Area 2105 9(06
Nonassignable Area 2102 9(07
Numb2r of Levels 2108 9(02
Organizational Unit - Room 2204 X(06
Owiership 2008 9{(01
Program Category Identifier 2206 9(04
Program Identifier 2205 9{(02
Room Accessibility 2210 X(0
Room Identifier 2201 X(04
Room Inventory Date 2212 9(06
Room Use 2202 9(03
Special Facilities and Equipment - Availability 2211 X(02
Station Type 2208 X{0
Structural Area 2106 9{06
Structural Type 2109 X(01
Year of Construction 2006 9(03)
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CHAPTER VII

FACILITY-RELATED DATA ELEMENTS
CHANGES FROM FIRST EDITION

oLD NEW CORRESPONDING CURRENT
PREVIOUS DATA ELEMENT DED NO.  DED NO. DATA ELEMENT
Actual Stations 106 2213 Actual Number of Stations
Building Levels 021 2108 Number of Levels
Circulation Area 007 | 2104  Circulation Area
Construction Arvea 009 2106 Structural Area
Custodial Area 006 2103 ~ Custodial Area
Estimated Replacement Value 012 2005 Estimated Replacement Cost
Facility Location 020 2011 Location - Facility
Facility Name 002 2002 Facility Name
Facility Name Abbreviation . 003 i 2003 Facility Name Abbreviation
Facility Number 1001 2001  Facility Identifier
Facility Ownership 016 2008 Ownership
Functional Suitability 019 2010 Functional Suitability - Facility

2209 Functional Suitability « Room
Gross Area co4 2004  Gross Area
Initial Occupancy Uate 017 2107 Initial Occupancy Date
Mechanical Area 008 2105  Mechanical Arex
Net Assignable Area, Facility 005 2101 Assignable Area
Net Assignable Area, Room 103 '2203 Assignable Square Feet
Organizational Unit 104 2204  Organizational Unit - Room
Physical Condition 018 2009 Condition .
Program Identification 105 2206 Program Category Identifier
2205 Program Identifier

2.7.1



FACILITIES CHANGES - Continued

PREVIOUS DATA ELEMENT DEgLRO. DEgEﬁO. CORREBSQRDEﬁgMgg¥RENT
Room Accessibility 109 2210 Room Accessibility

Room Number 101 2201 Reom Identifier

Room Type 102 2202 Room Use

Station Design Capacity 107 2207 Design Capacity

Station Type 108 2208 Station Type

Structural Type 022 2109 Structural Type

2.7.2



FACILITIES CHANGES - Continued

DELETIONS DED NO. _DED_NA. ADDITIONS

Acgu1§1t1on or Construction 013 2007  Book Value - Facility
0s

Additional Capital 011 2012 Faci1ity Inventory Date

Construction Process 023 2102  Nonassignable Area

Initial Capital Investment 010 2212  Room Inventory Date
2206  Program Category Identifier

Movable Equipment Cost 014 2211  Special Facilities and Equipment -
; Availability
Site Acquisition and/or 015 2006  Year of Construction

Developnment Cost

2.7.3
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FINANCE-RELATED DATA ELEMENTS
TABLE OF CONTENTS

Chapter Page
I. Dictionary Organization and Format . . . . . . . ... 3.1.3
II. Indlces . . v v v v v v v v o v v i oo o v oo 3,21

I11.  Finance-Related Data Elements . . . ., .. ... ... 33.1
IV.  Suggested Cobol Pictures . . . . v v v v« v v « v v v 3.4.1
V. Changes from First Edition . . . . ... ... ... 3,5,1
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CHAPTER I

FINANCE-RELATED DATA ELEMENTS
DICTIOKARY ORGANIZATION AND FORMAT

This section of the Data Element Dictionary contains data elements

pertaining to financial information. The transactional data elements

necessary for many operational data systems have not been identified.

The ocategoriee listed for the finance-related data elemente are ocongistent

with those that will be recommended in the revieed College und University

Businegs Adminigtration due for publiocation in 1974. Thege ecme ocategories

are recommended by Audite of Colleges and Universitiece (American Institute

of Certified Publio Accountants, 1973) and will be ineluded in the Higher

Education Finance Manwcl due for publication by NCHEMS in 1974, The Data

Element Diotionary is not a veplacement for existing handbooks on finanoial

procedures for institutions of higher education.

The description of each data element contains the following information:

1, Element Number: A four-digit number to identify each data element.

The first digit of the element number specifies the section of the

Data Element Dictionary this element is related to. The second

digit of the element number defines the appropriate data block to
which the data element 1s assigned. The other two digits merely
provide a sequential identification of the data element within that
data block.

3.1.3
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4.

5.

Element Title: A brief identification of the data element.

Definition: A brief description of the data element.

Codes, Categories, and Comments: A description of the suggested

codes or recording instructions, if appropriate, May also include
detailed categorical definitions, or additional information that
may be required to further define the data element, justify its
inclusion, identify its relaticuship to other data elements, or

identify the source of data category definitions.

Uses: An identification of various NCHEMS products that require
or are 1ikely to require this data element in the future, either
where it is required in its absolute form or where 1t 1s required
to derive another data element used by an NCHEMS product. Most

data elements fall into this latter category.

The following abbreviations are used to describe the various
NCHEMS products:

Cost Finding Principles CFp
Faculty Activity Analysis FAA
Higher Education Finance Manual HEFM

3‘ 1.4



S,

Information Exchange Procedures
Program Measures
Resource Requirements Prediction Model

Statewide Measures

IEP
PM
RRPM
SWM

Date Issued: Indicates calendar date that NCHEMS released this

version of the data element. Institutions may wish to use this

space to indicate those data elements that they have added to the

Data Element Dictionary.
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CHAPTER 11

FINANCE~RELATED DATA ELEMENTS

INDICES

ALPHABETICAL INDEX

Data Element DED No. Page
Account Number 3012 3.3.13
Batance Sheet Categories 3003 3.3.4
Dollar Amount 3013 3.3.14
Fiscal Year ' 3011 3.3.12
Functional Classification 3005 3.3.6
Fund Group 3001 3.3.2
Object Classification " 3006 3.3.7
Orvganizational Unit - Account 3010 3.3.11
Program Category Identifier 3008 3.3.9
Program Identifier 3007 3.3.8
Program Sector Identifier 3009 3.3.10
Restriction Category 3002 3.3.3
Source of Funds 3004 3.3,5

3.2.1




ALPHABETICAL INOEX BY NCHEMS PRODUCT

NCHEMS_PRODUCT

COST FINDING
PRINCIPLES (CFP)

FACULTY ACTIVITY
ANALYSIS (FAA)

HIGHER EDUCATION
FINANCE MANUAL
(HEFM)

INFORMATION EXCHANGE
PROCEDURES (IEP)

DATA ELEMENT

Account Number

Dollar Amount

Fiscal Year

Fund Group

Functional Classification
ObJect Classification
Program Category Identifier
Program Identifier

Program Sector Identifier

Account Number

Dollar Amount

Fiscal Year

Fund Group

Object Classification
Organizational Unit - Account
Program Category Identifier
Program Identifier

Program Sactor Identifier

Account Number

Balance Sheet Categories
Dollar Amount

Fiscal Year

fund Group

Object Classification
Organizational Unit - Account
Program Category Identifier
Program Identifier N
Program Sector Identifier
Restriction Category

Source of Funds

Account Number

Dollar Amount

Fiscal Year

Fund Group

Object Classification
Program Category ldentifier
Program Identifier

Program Sector Identifier
Source of Funds

3.2.2

3012
3013
3011
3001
3005
3006
3008
3007
3009

3012
3013
3011
3001
3006
3010
3008
3007
3009

3012
3003
3013
3011
3001
3006
3010
3008
3007
3009
3002
3004

3012
3013
3011
3001
3006
3008
3007
3009
3004



NCHEMS PRODUCT

PROGRAM MEASURES (PM)

RESOURCE REQUIREMENTS
PREDICTION MODEL
(RRPM)

STATEWIDE MEASURES
(SWM)

DATA ELEMENT

Account Number

Dollar Amount

Fiscal Year

Fund Group

Object Classification
Organizational Unit - Account
Program Category Identifier
Program Identifier

Program Sector Identifier
Restriction Category

Source of Funds

Account Number

Dollar Amount

Fiscal Year

Fund Group

Object Classification
Organizational Unit - Account
Program Category Identifier
Program Identifier

Program Sector Identifier

Dollar Amount

Fiscal Year

Functional Classification
Fund Group

Object Classification
Program Category Identifier
Program Identifier

Program Sector Identifier
Restriction Category

Source of Funds

3. 2.3

3012
3013
3011
3001
3006
3010
3008
3007
3009
3002
3004

3012
3013
011
3001
3006
3010
3008
3007
3009

3013

. 3011

3005
3001
3006
3008
3007
3009
3002
3004



CHAPTER II1

FINANCE-RELATED DATA ELEMENTS

DED No._ Title
3001 Fund Group
3002 Restriction Category
3003 Balance Sheet Categories
3004 Source of Funds
3005 Functional Classification
3006 Object Classification
3007 Program Identifier
3c08 Program Category Identifier
3009 Program Sector Identifier
3010 Organizational Unit - Account -
3011 Fiscal Year
3012 Account Number
3013 Dollar Amount

]28452‘ 3.3.1




National Center for Higher Education Management Systems

ELEMENT
*NUMBER

DATA ELEMENT DICTIONARY
Finance Related Data Elements

euevenr Tire: JEERPRTRR

DEFINITION:

A group of funds of similar character where fund is defined as:

An accounting entity established for the purpose of carrying on
specified activities or obtaining certain objectives in accordance
with special regulations, restrictions, or limitations.

CODES, CATEGORIES, AND COMMENTS:

Category
Current Funds

Loan Funds

Endowment and
Similar Funds

Annuity and
Life Income
Funds

Plant Funds

Agency Funds

“Definition

Funds expendable for current operating purposes, either
unrestricted or restricted.

Funds available to be loaned to students, faculty, or staff.

Those funds whose principal is nonexpendable as of the date
of reporting and is invested, or is available for investment,
for the purpose of producing income. Included are endowment
funds, term endowment funds, and quasi-endowment funds.

Those funds acquired by an institution subject to annuity
contracts, living trust agreements, or gifts and bequests
reserving 1ife income to one or more beneficiaries.

Funds to be used for the construction, rehabilitation, and
acquisition of physical properties for institutional purposes;
funds already expended for plant properties; funds set aside
for the renewal and replacement thereof; and funds accumulated
for the retirement of indebtedness thereon.

Funds received and held by an institution as custodian or
fiscal agent for others; funds of student organizations,
fndividual students, or faculty members.

The above categories represent one suggested nossible set. An alternative
set of codes and categories may be equally appropriate. The coding of
this element 1s institutionally defined.

S . e, cre, Reer, A, e, S
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National Center for Higher Education Management Systems

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Finance Related Data Elements

. WRestriction Category

The 1imitations placed by the donor upon the uses of monies available to the
institution.

CODES, CATEGORIES, AND COMMENTS:

Category Definition
Unrestricted Monies available for any purpose. The

unrestricted category also includes monies
expendable only for those purposes designated
by the governing board of the institution.

Restricted Monies that are expendable only for those
purposes stipulated by the donor. Restricted
monies do not include monies designated for
a specific purpose by the institutional
governing board.

institutions will usually have more detailed categories within the above
roupings. Institutions may wish to identify other restriction categories
?i e., designated).

. USES: HEFM, PM, SWM
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National Center for Higher Education Management Systems

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Finance Related Data Elements

ARUILABRIUR  Balance Shest Categories
" DEFINITION: -

An institutionally defined code that identifies the nature of the various
elements of the institutional statement of financial condition. These
elements will be reflected in the statement of each self-balancing fund
group.

ES,- CATEGORIES, AND COMMENTS:

Category Definition
Assets Economic resources that are owned by the

institution. May have a definite physical
cnaracter such as buildings or equipment
. or may exist in the form of valuable legal

claims or rights,
Liabilities Obligations owed by the institution.
Fund Balance The difference between assets and 11abilities.*
*For some accounts, this entry may constitute the balance of a specific fund.
Institutions will usually have more detailed categories within the above

groupings. Typical balance sheet categories within the above groups are
fdentified and defined in College and University Administration (ACE, 1968).

® ' USES: HEFM
SRR November 1973
\‘l
RIC
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National Center for Higher Education Management Systems m
ELEMENT.
NUMBER

DATA ELEMENT DIGTIONARY
Finance Related Data Elements

IR source of runc

An {dentifiar that groups funds according to the points of origin of revenues.

CODES, CATEGORIES. AND COMMENTS: *

Category*
Tuition and Fees

Governmental Appropriation
. Federal
. State
‘ . Local
Governmental Grants
. Federal
. State
. Local
Private Gifts, Grants, and Contracts
Endowment Income
Sales and Services of Educational Activities
Sales and Services of Auxiliary Enterprises
Sales and Services of Hospitals
Other Sources

Institutions will usually have more detailed categories within the above
groups.

*See Appendix 2 for a further description of these categories.

. USES: . PM, HEFM, I1EP, SWM
DATE ISSUED: November 1973
)




National Center for Higher Education Management Systems m
ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Finance Related Data Elements

Functional Classification

DEFINITION:

An institutionally defined code that groups current funds expenditures
according to the purpose for which costs were incurred.

.CODES, CATEGORIES, AND COMMENTS:

Category*

Instruction

Research

Public Service
‘ Academic Support

Student Support

Operation and Maintenance of
Physical Plant

Institutional Support
Student Ald
Auxiliary Enterprises
Hospitals

The precise definitions of each category have not been adopted as of the
date of issue. [nstitutions will usually have more detailed categories
within the above groupings.

*See Appendix 8 for a further description of these categories.

Y pET—

" DATE ISSUED:

November 1973
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National Center for Higher Education Management Systems

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Finance Relatad Data Elements

ITLE: Object Classification

DEFINITI :‘IIIIIIII

The classification of expenditures according to the nature of the cost incurred.

CODES. CATEGORIES. ANO COMMENTS!

Instruction/Research/
Public Service Personne!
Compensation
Administrative/

Suppory

Personnel Compensation

0 Other Staff
Compensation
Supplies & Services

Capital Equipment

Student Aid

The total amount of dollars {ncluding gross salaries and fringe benefits paid
directly to or on behalf of all exempt parsonnel who have a majority (50% or
more) of their activities in 1.0, 2.0, and 3.0 of the #CS.

The total amount of dollars including gross salarfes and fringe benefits paid

directly to or on behalf of all exempt personnel who have a mjority (more than
§0%) of their activities {n 4,0, 5.0, and 6.0.

The total amount of dollars including gross salaries and fringe benefits paid
directly to or on behalf of all non-exempt persennai.

A broad category of expenditures which {ncludes all types of current funds
expenditures except compensation, capital expenditures and student aid.
Supplies and services include: Supplies, Communications, Travel, Rent, Other
Contractual Services, and Non-Capital Equipment.

Funds expended for land, improvements to land, buildings, additions to
bulldings’, and equipment with an acquisftion cost of $500 or more and an
expected service 1ife that exceeds two years.*

Includes all grants, stipends, tuition and fees rendsstons, and gifts to
students that are outright awards and are not contingent upon services to be

rendered by the student, This aid can be federally, state, locally, privately,
or institutionaily derived.

*The minimum service 1ife and acquisition cost criteria for capitalization of equipment reflect the current
standards set by the Cost Accounting Standards Board.

Institutfons will usually have more detalled categories within the above groupings.

® CFP, 1P, PH, HEFM, RRPM, FAA, SHM
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Natlonal Center for Higher Education Management Systems

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
‘ Finance Related Data Elements,

ELEMENT TITLE: Program Identifier
" DEFINITION:

A two-digit numeric code corresponding to the first two digits of the

Program Classification Structure code that identify the program to which the
cos% of the related activities are aggregated.

'CODES, CATEGORIES, AND COMMENTS:

This element corresponds to elements 1008, 2205, and 4403, and should be
ggg;istgngoggroughout all uses and files. This element 1s 1inked to elements
an .

K] v TN

| ‘ 3.3.8
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National Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY ELEMENT
. Finance Related Data Elements NUMBER

WProgram Category ldentifier

The third through the sixth digits of the Program Classification Structure
code. This four-digit classification 1denE!?§es related program elements

by discipline area or major function to which the cost of related activities
are aggregated,

CES. CATEGORIES. AND COMMENTS:

Program categories for the instruction program, the organized research
program, and the public service program (excluding cooperative extension
serv1ce5 correspond to the standard taxonomy of fields of study used in

the Taxonomy of Instructional Programs in Higher Education (Huff, Chandler,
1970). Refer to Appendix 1.

This element corresponds to elements 1009, 2206, and 4404, and should be

consistent throughout all uses and files. This element is linked to 3007
and 3009.

O IR . oo, (ep, CFP, PH, HERM, W

| 8.3.
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Natlonal Center for Higher Education Management Systems

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
. Finance Related Data Elements

M Program Sector Identifier

The seventh and eighth digits of the Program Classification Structure code.
These two digits fdentify the level of a course. Tals two-digit classifica-

tion identifies the course level to which the cost of related activities
are aggregated.

CODES, CATEGORIES, AND COMMENTS:

This element 1s linked to elements 3007 and 3008. !t corresponds to elements 1010 and 4405, and should be
consistent throv,hout all uses and files.

Mary institutions will be able to derive this element from the Course Ident!fier (element 1004).

The categorization {s generally derived from the level of student to which any particular course offering
within a discipline {s primarily directed.

The following categories of “course level" are contained fn the Program Classification Structure (Gulko,

1972):
. Code Category
10. Preparatory
20, Lower Division
0. Upper Division
40. Combined Upper Division and Graduate or Professional
50, Graduate or Professfonal Qnly
*30, Other
The Information Exchange Procedures and Cost Finding Principles projects are recommending the following
aggregations:
Code Category Description
20. Lower Diviston: Course offerings at a level of comprehension usually associated

with freshmen and sophomore students. This {s an aggregated
category that includes codes 10. and 20. )isted above, all lower
division courses and those preparatory courses offered for credit,

30. Upper Division: Course offerings at a leve) of comprehension usually associated
with Junior and senfor students. The jointly offered upper
division graduate courses shquld be classffiad as upper division,

Tﬂis {s an aggregated category including codes 30. and 40. 1{sted
above.

50, Graduate: Course offerings at a level of comprehansicn usually associated
with post-baccalaureate students. This category is the same as
code 50, listed above.

*This category is not used for the IEP project. Courses in this classiffcation should te assigned to the
most appropriate category.

) “FAA, RRPM, 1EP, CFP, PM, HEFM, SWM
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Natlonal Center for Higher Education Management Systems

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Finance Related Data Elements

ELEMENT TITLE: - Organizational Unit - Account

DEFINITION:

The academic department or other organizational division that has fiscal,
programmatic, administrative, and budgetary responsibility for a specified
set of activities and accounts,

CODES, CATEGORIES, AND COMMENTS:

This element corresponds to element 1001 and should be consistent throughout
all uses and files.

DATE _ISSUED: November 1973
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National Center for Higher Education Management Systems

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
. Finance Related Data Elements

The institutionally defined consecutive twelve-month period to which a
financial transaction or summary is applicable.

* CODES, CATEGORIES, AND COMMENTS:

Two low-order digits of the fiscal year; e.g., fiscal year 1973 = "73",

It 1s recommended that institutions use the federal standard of designating

the calendar year in which the fiscal year ends as the fiscal year, e.9.,
1972-1973 = fiscal year 1973.

. USES: B PM, CFP, HEFM, RRPM, IEP, FAA, SKM
DATE 1SSUED: [ RCE
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National Center for Higher Education Management Systems m
ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
. Finance Related Data Elaments

ARSI DENIRINE  Account Number

"DEFINITION:

An institutionally defined code for recording and summarizing financial
transactions,

CODES. CATEGORIES., AND COMMENTS:

Each of the codes used to identify data elements 3001 through 3009 often
conprise one segment of the account number.

@ CFP, FAA, HEFM, IEP, PM, RRPM

ERIC
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National Center for Higher Eclucation Management Systems [~ =

DATA ELEMENT DICTIONARY
. Finance Related Data Elements

The quantifiable measure of a financial transaction or summary as expressed
in U, S. dollars.

CODES, CATEGOR!ES,. AND COMMENTS: -

Actual dollar amount. (Negative dollar amounts should be so indicated.)

’ . PM, CFP, HEFM, IEP, RRPM, FAA, SWM
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CHAPTER IV

FINANCE-RELATLD DATA ELEMENTS
SUGGESTED COBOL PICTURES

DED COBOL -
DATA ELEMENT NO. PICTURE
Account Number 3012 9(22
Balance Sheet Categories 3003 9(02
Dollar Amount 3013 9{10)v99
Fiscel Year 3011 9(02
Functional Classification 3005 9(03
Fund Group 3001 9(02
Object Classification 3006 9(02
Organizational Unit - Account 3010 X(06
Program Category Identifier 3008 9(04
Program Identifier 3007 9(02
Program Sector Identifier 3009 9(02
Restriction Category 3002 9(01
Source of Funds ' 3004 9{(03

E;Bg§;‘ 3.4.1




CHAPTER V

FINANCE-RELATED DATA ELEMENTS
CHANGES FROM FIRST EDITION

’U

OLD NEW CORRESPONDING

PREV%OUS DATA ELEMENT DED NO. DED NO. CURRENT DATA ELEMENT
Account Number 004 3012 Account Number
Dollar Amount 008 3013 Dollar Amount
Functional Classification 006 3005 Functional Classification
Fund Group 001 3001 Fund Group
Object Classification 007 3006 Object Classification
Organizational Unit 003 3010 Organizational Unit - Account
Program Identification 005 3008 Program Category ldentifier

3007 Program Identifier

3009 Program Sector Identifier
Source of Funds 002 3004 Source of Funds

NEW
ADDITIONS DED NO.
Balance Sheet Categories 3003
Fiscal Year 3011
Restriction Category 3002

3!5.]
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STAFF-RELATED DATA ELEMENTS
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CHAPTER I

STAFF-RELATED DATA ELEMENTS
DICTIONARY ORGANIZATION AND FORMAT

This section of the Data Element Dictionary contains the data elements

pertaining to staff personnel,

For purposes of the Data Element Dictionary, staff is defined as:

All persons considered to be employees of the institution.

It is anticipated that the following categories of staff would be excluded:

1.  Those persons hired for brief periods of consultation.

2. Those persons employed by organizations under contract to provide

a service to the institution.

The staff-related data elements identified in this section of the Data

Elenent Dictionary have been grouped into five data blocks for convenient

presentation and examination. The nwmbers attached to the elements are
intended only to facilitate identification and location of the elements
and have no implication for etandard coding practices. The five blocks

of staff-related data elements are:

4.1.3



1

2.

4,

4001-4099

4101-4199

4201-4299

4301-4399

4401-4499

Demographic and Bliographical Data

This block of data elements is dasigned to define informa-
tion about the employee's demographic characteristics and

cumulative professional background.

Previous Educational Experience Data

This block of data elements is designed to define infor-
mation related to each educational experience of the staff

pember.

Appointment Data

This block of data elements is designed to define infor-

mation about each appointment of the staff member,

Assignment Data

This block of data elements is designed to define infor-
mation regarding an employee's assignments within the insti-
tution in accordance with the Manpower Accounting Manual
{Minter, 1972).

Faculty Activity Data

This block of data elements is designed to define infor-
mation about each faculty member's activities. (Note:
For a further discussion of NCHEMS efforts in this area, see

Faculty Activity Analysis: Overview and Major Issues and

Faculty Activity Analysis: Procedures Manual {Manning and

Romney, 1973).

4.1.4



Demographic and Biographical Data

sPrevious Educational Experience Data

Appointment Data

+Assignment Data

-Faculty Activity Data

Thus, each staff member would be expected to have one block of demographic
and biographical data elements along with one or more blocks of previous
educational experience data. In addition, all employees would have one or
more appointment blocks per year with an appropriate number of assignﬁéq}
blocks linked to each appointment block. Also, all employees considered
by the institution to be faculty members would have a number of activity
data blocks, 1.e., one block per activity, It is important that institu-
tions maintain the appointment, assignment, and faculty activity data

elements historically.

Institutions should structure their dafa bases in such a manner as to 1ink

these five data blocks. This 1s particularly important in identifying

specific assignments with appointments and also in linking faculty activities

with their appropriate appointments and assignments.

The description of each data element contains the following information:

4.1.5



1.

2,

5‘

Element Number: A four-digit number to identify each data element.

The first digit of the alement number specifies the section of the

Data Element Dictionary this element is related to. The second

digit of the element number defines the appropriate data block to
which the data element is assigned. The other two digits merely
provide a sequential identification of the data element within that
data block,

Element Title: A brief 1dentificdation of the data element.

Definition: A brief description of the data element.

Codes, Categories, and Comments: A description of the suggested

codes or recording instructions, if appropriate. May also include
detatled categorical definitions, or additional information that
may be required to further define the data element, justify its

inclusion, or identify its relationship to other data elements.

Uses: An identification of various NCHEMS products that requi%e
or are likely to require this data element in the future, either
where it is required in its absolute form or where it is required
to derive another data element used by an NCHEMS product. Most

data elements fall into this latter category.

4‘1'6



The following abbreviations are used to describe the various NCHEMS

products:

Cost Finding Principles
Faculty Activity Analysis

Higher Education Facilities Planning
and Management Manuals

Higher Education Finance Manual
Information Exchange Procedures
Manpower Accounting Manua]O

Program Measures

Resource Requirements Prediction Model

Statewide Measures .

CFP
FAA

SAM
HEFM
IEP
PCM
PM
RRPM
SWM

Date Issued: Indicates calendar date that NCHEMS released this

version of the data element. Institutions may wish to use this

space for those data elements they have added to the Data Element

Dictionary.
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CHAPTER I1

STAFF-RELATED DATA ELEMENTS

INDICES

ALPHABETICAL INDEX

Data Element DED_No. Page
Achievement Record 4022 4.3.24
Activity Beginning Date 4409 4.7.10
Activity Category 4401 4.7.2
Activity Ending Date 4410 4.7.11
Activity Full-Time Equivalent , 4402 4.7.3
Activity Outcome Category 4406 4,7.7
Address - City 4009 4.3.11
Address - State 4010 4.3.12
Address - Street/Apartment 4008 .. 4.3.10
Address - Telephone Number 4012 4.3.14
Address - Zip Code 4011 4.3.13
Appointment Effective Date 4207 4.5.8
Appointment Expiration Date 4208 4.5.9
Appointment Full-Time Equivalent 4205 4.5.6
Appointment Identifjer 4202 4.5.3
Appointment Organizational Unit 4203 4.5.4
Appointment Period 4206 4.5.7

4.2



Data Element DED No. Page

Appointment Status 4209 4.5.10
Appointment Title 4201 4,5.,2
Assignment 4301 4,6,2
Assignment Beginning Date 4303 4.6,4
Assignment Ending Date 4304 4.6.5
Assignment Full-Time Equivalent 4302 4,6.3
Beginning Date - Year 4106 4.,4.7
Birth Date 4003 4.3.5
Citizenship 4006 4,3.8
Civil Rights Racial Category 4007 4.3.9
Course Identifier 4407 4.7.8
Curfent Job Class - Method of Entry 4214 4,5.15
Degree/Diploma/Certificate 4103 4.,4.4
Degree/Diploma/Certificate Date 4104 4.4.5
Employee's Office - Building Code 4014 4.3.16
Employee's Office - Building Name 4015 4,3.17
Employee's Office - Campus 4013 4.3.15
Employee's Office - Room Number 4016 4,3.18
Employee's Office - Telephone Number 4017 4.3.19
Ending Date - Year 4107 ‘ 4.4.8
Faculty Rank 421 4.5.12
Highest Degree/Diploma/Certificate Earned 4029 4.3.31
Honorary Degrees and Awards 4023 4,3.25

4.2.2



Data Element

Institution Code

Institution Name

Leave Status

Licenses, Certificates, and Registrations
Location of Previous Employment - State
Marital Status

Name

Payroll Account Number

Personnel Identification Number
Physical Handicap Status

Professional Affiliations

Program Category Identifier

Program Identifier

Program Sector Identifier

Salary

Section Identifier

Sex

Special Competencies

Student Personnel Identification Number
Student Program/Major Field of Study
Tenure Status |
Termination Code

Termination Date

Type of Previous Employment

4.2.3

Page
4.4.3

4.4.2
4,5.11
4,3.27
4.,3.30
4.3.32
4.3.3
4.5.5
4.3.4
4.3.20
4.3.26
4.7.5
4.7.4
4.7.6
4.5.14
4.7.9
4.3.6
4.3.28
4.3.21
4.4.6
4.5.13
4.3.22
4.3.23
4.3.29



ALPHABETICAL INDEX BY NCHEMS PRODUCT

NCHEMS PRODUCT

COST FINDING
PRINCIPLES (CFP)

FACULTY ACTIVITY
ANALYSIS (FAA)

DATA ELEMENT

Activity Beginning Date
Activity Category

Activity Ending Date

Activity Full-Time Equivalent
Appointment Effective Date
Appointment Expiration Date
Appointment Full-Time Equivalent
Appointment Period

Assignment

Assignment Beginning Date
Assignment Ending Date
Assi?nment Full-Time Equivalent
Faculty Rank

Payroll Account Number

Program Category Identifier
Program Identifier

Program Sector Identifier
Salary

Activity Beginning Date
Activity Category

Activity Ending Date

Activity Full-Time Equivalent
Activity Outcome Category
Appointment Full-Time Equivalent
Appointment Organizational Unit
Appointment Period

Appointment Status

Assignment

Assignment Beginning Date
Assignment Ending Date
Assignment Full-Time Equivalent
Course Identifier

Faculty Rank

Leave Status

Name

Payroll Account Number
Personnel Identification Number
Program Category ldentifier
Program Identifier

Program Sector Identifier
Salary

Section Identifier

4.2.4

4409
4401
4410
4402
4207
4208
4205
4206
4301
4303
4304
4302
4211
4204
4404
4403
4405
4213

4409
4401

4410
4402
4406
4205
4203
4206
4209
4301

4303
4304
4302
4407
4211

4210
4001

4204
4002
4404
4403
4405
4213
4408



NCHEMS PRODUCT

HIGHER EOUCATION
FACILITIES PLANNING
AND MANAGEMENT
MANUALS (SAM)

HIGHER EDUCATION

FINANCE MANUAL
(HEFM)

INFORMATION EXCHANGE
PROCEDURES (IEP)

MANPOWER ACCOUNTING
MANUAL (PCM)

PROGRAM MEASURES (PM)

DATA_ELEMENT

Appointment Full-Time Equivalent
Faculty Rank
Payroll Account Number

Appointment Effective Date
Appointment Expiration Date
Appointment Full-Time Equivalent
Faculty Rank

Payroll Account Number

Salary

Activity Beginning Date
Activity Category

Activity Ending Date

Activity Full-Time Equivalent
Appointment Effective Date
Appointment Expiration Date
Appoiniment Full-Time Equivalent
Appointment Organizational Unit
Assignment ,

Course Identifier
Degree/Diploma/Certificate
Faculty Rank

Highest Degree/Diploma/Certificate

Earned
Name
Payroll Account Number
Personnel Identification Number
Program Category Identifier
Program ldentifier
Program Sector Identifier
Salary
Section Identifier
Tenure Status

Assignment

Assignment Beginning Date
Assignment Ending Date
Assignment Full-Time Equivalent

Activity Category

Assignment

Assignment Full-Time Equivalent
Civil Rights Racial Category
Faculty Rank

Program Identifier

Salary

4'2!5

4205
4211
4204

4207
4208
4205
4211
4204
4213

4409
4401
4410
4402
4207
4208
4205
4203
4301
4407
4103
421

4029
4001
4204
4002
4404
4403
4405
4213
4408
4212

4301
4303
4304
4302

4401
4301
4302
4007
4211
4403
4213



NCHEMS PRODUCT

RESQURCE REQUIREMENTS
PREDICTION MODEL
(RRPM)

STATEWIDE MEASURES
(SHM)

DATA_ELEMENT

Activity Beginning Date
Activity Categor

Activity Ending Date

Activity Full-Time Equivalent
Appointment Effective Date
Appointment Expiration Date
Appointment Full-Time Equivalent
Course Identifier

Faculty Rank

Leave Status

Name

Payroll Account Number
Personnel Identification Number
Program Category Identifier
Program Identifier

Program Sector Identifier
Salary

Section ldentifier

Activity Category

Activity Full-Time Equivalent
Appointment Full-Time Equivalent
Assignment

Assignment Full-Time Equivalent
Degree/Diploma/Certificate
Faculty Rank

Institution Code

Program Category Identifier
Program Identifier

Program Sector Identifier
Salary

Tenure Status

4.2.6

4408
4401
4410
4402
4207
4208
4205
4407
421
4210
4001
4204
4002
4404
4403
4405
4213
4408

4401
4402
4205
4301
4302
4103
421
4102
4404
4403
4405
4213
4212



CHAPTER III

STAFF-RELATED DATA ELEMENTS
DEMOGRAPHIC AND BIOGRAPHICAL DATA

DED No. Title

4001 Name

4002 Personnel Identification Number

4003 Social Security Number

4004 Sex

4005 Birth Date

4006 Citizenship

4037 Civil Rights Racial Category

4008 Address - Street/Apartment

4009 Address - City

4010 Address - State

4011 Address - Zip Code

4012 Address - Telephone Number

4013 Employee's Office - Campus

4014 ‘ Employee's Office - Building Code
£215 Employee's Office - Building Name
4016 Employee's Office - Room Number
4017 Employee's'Off1ce - Telephone Number
4018 Physical Handicap Status

4019 Student Personnel Identification Number

4.3.1




DED No. Title

e —

4020 Termination Code

4021 ~ Termination Date

4022 Achievement Record

4023 Honorary Degrees and Awards

4024 Professional Affiliations

4025 ' Licenses, Certificates, and Registrations
4026 Special Competencies

4027 Type of Previous Employment

4028 Location of Previous Employment - State _
4029 Highcst Cegrea/Ciplema/Certificate Earned
4030 Marital Status

This block of data is recommended for all personnel. The elements in this
block of data should be 1inked together.
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National Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
Statf Related Data Elemsnts

ELEMENT
NUMBER

ELEMENT TITLE: Name

DEFINITION:

The legal combination of words by which the employee is known.

CODES, CATEGORIES, AND COMMENTS:

Literal text that may include the following sub-elements:

a. Last name

o. Prefix

c. Suffix

d. First name
‘ e. Middle name

f. Maiden name

This element corresponds to clement 1201 when the employee has scheduled
instructional responsibilities. It should be consistent throughout all
uses and files. This element is 1inked to elements 4002 and 4003.
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Natlonal Center for Higher Education Management Systems

ELEMENT
NUMBER |

DATA ELEMENT DICTIONARY
Staff Related Data Elements

ELE;MENT TITLE: Personnel Identification Number

DEFINITION:

The official number that serves to uniquely identify the employee.

“CODES, CATEGORIES, AND COMMENTS:

The employee's Social Security number is typically used for this element.

This element corresponds to element 1202 when the employee has scheduled
instructional responsibilities. It should be consistent throughout all
-usAs and files. This element is 1inked to elements 4001 and 4003,

q USES:, FAA, TEP, RRPM
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Natlonal Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
Staff Related Data Elements

ELEMENT
NUMBER

ELEMENT TITLE: Social Security Number
- DEFINITION:

;hg number assigned to an individual under the Federal Insurance Contribution
ct.

CODES, CATEGORIES, AND COMMENTS:

This alement should be 1inked to elements 4001 and 4002.

This element is not necessary 1f the Social Security Number 1s used as the
Personnel Identification Number (element 4002).
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National Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
Staff Related Data Elements

_—

4004

ELEMENT
NUMBER

Sex

ELEMENT TITLE:

DEFINITION:

The sex of the employee.

¥

CODES. CATEGORIES, AND COMMENTS: | IR

Code Category
M Male
F Female

Q
4! 306




National Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
Staff Kelated Data Elements

'm birth Date

_DEFINITION:

The calendar date of birth as designated on the employee's legal birth kegistrat1on
or certificate.

ELEMENT
NUMBER

CODES, CATEGORIES, AND COMMENTS:

Six-digit numeric code - YYMMDD; 1.e., May 8, 1946 = 460508,
See Appendix 6.

gt

USES:
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National Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
Staff Related Data Elements’

4006

ELEMENT
NUMBER

CELEMENT TITLE: Citizenship

" DEFINITION:

The code that indicates the employee's nationality and visa typs, 1f
appropriate. '

CODES, CATEGORIES, AND COMMENTS:

First two characters are country - see Appendix 3. .
Third and fourth characters are reserved for visa type - see Appendix 7

Q ' USES:

November 1973

;\) G

4‘3!8



Natlonal Center for Higher Education Management Systems
* DATA ELEMENT DICTIONARY

Staff Related Data Elements

4007

ELEMENT
NUMBER

ELEMENT TITLE:

Civil Rights Racial Category

DEFINITION:

An indication of the employee's ethnic origin,

CODES, GATEGORIES, AND COMMENTS:

Cilvn rights complunco reporting requires the
following cetegories:

fode  Cabsgory

1 Astan American/Oriental

2 . Native American/American Indian
3 Black/Nxgro

4 SpanisheSurnamed Amgricant

5 A1 Other {Include CaucasSan)
s Refuse to indicate

*Inctudes 311 omp!oyns of Mexican, Puerto Rican,
Cuban, or Spanish origtn,

of Mgher educetion is:

Code
1 Asfan Angricen/
Ortental

2 Native Amarican/
Aerican Indfan

3 Btack American’
Negro

4 Chicans/Mexican
Aner fcan

A1 Other
Anerscan Ethnic
Minorittes

] White Anerican

? Foreign Employees
8 Refuse to Indicate

One alternative currently being used by some institutions

?nms o fdentify them-
elves ethafcally n ing of
cn mo. Jipanase, Kol g
Hawaiian, Samosn, or Filipim
descent,

lng!oyus W Mon"' then -
elves ethnicall ing of
nm Anerican ndun descent,
wding Clmahn end Alagkan

wim Dots not $nciude

{te Amaricans,

toyees who {dentify them-

elvas ethaically 1 ing of
mck or Afrg-American descent.

Employees mnm tm-
gn{':s n’ong of Ch
or Mexican American domnt.

Enployees who Mont them-
selvey ethaically with s
nfnoruy group othar than those
143ted abive, zuch 483 Puerto
Rican, Cuddn, Spantsh, er
Latin mmm. ete,

uﬁloym W 1dontm them
elves a3 native dorn V.8,
Citizens of European descent,
Employees who carry F or ) vise,

Employees who decline to
Indluto ethnic dackground.

Novembew 1973
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National Center for Higher Education Management Systems

DATA ELEMENY DICTIONARY
Staff Related Data Eiements

4008

ELEMENT
NUMBER

ELEMENT TITLE: Address - Street/Apartment

DEFINITION:

The U. S. Postal Service designation of the address or P. 0. Box number
where the employee may be found or reached.

CODES, CATEGORIES, AND COMMENTS:

Literal 1ist which may include:

a. House Number

b. Apartment Number

C. Street

d. Post O0ffice Box Number

A1l address-related data elements (elements 4008-4011) should be 1inked
. together.

November 1973
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Natlonal Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
. Statf Related Data Elements

4009

ELEMENT
NUMBER

DEFINITION:

The ¢ity 1n which the employea's residence exists.

CODES. CATEGORIES. AND COMMENTS:

[f the employee does not 1ive in the c¢ity, this element should reflect the
city where the post office is located through which the employee can be
found or reached,

SR
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National Center for Higher Education Management Systems

4010

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Staff Realated Data Eiements

ELEMENT TITLE: Address - State

DEFINITION:

The U. S. Postal Service designation of the state in which the employee's
place of residence exists,

CODES, CATEGORIES, AND COMMENTS:

Two-digit code-~-see Appendix 4.

USES:

4.3.12




National Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
Staff Related Data Elements

m Addrass - Zip Code

DEFINITION:

ELEMENT
NUMBER

The U. S. Postal Service Zip Code designation for the geographic area in
which the employee's -place of residence s located.

CODES, CATEGORIES, "AND COMMENTS:

Five-digit postal zip code as provided in the U. S. Postal Service Manual,

NSRRI November 1973
\)‘ ) o RN
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National Center for Higher Eclucation Management Systems

DATA ELEMENT DICTIONARY
Statf Related Data Elements

ELEMENT
NUMBER

éu:MEN_T TITLE: Address - Telephone Number

DEFINITION:

The teleﬁhone number of the employee's place of residence or other telephone
number through which the employee may be reached. ‘

CODES, CATEGORIES. AND COMMENTS:

Actua) telephone number--Area Code (3 digits); Exchange (3 digits);
Number (4 digits); Extensfon (4 digits).

Omit hyphens,

zgilsl )element may be linked to the address-related elements (elements 4008-

] USES:

o
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Natlonal Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
Staff Related Data Elements

ELEMENT
NUMBER

AT DN NN Enployee's Office - Campus

DEFINITION:

The official number or other identifier that serves to uniquely identify
the campus of the 1astitution where the employee's office 1s located.

ll CODES. CATEGORIES. AND COMMENTS:

Al office-related data elements {(elements 4013-4017) should be linked together. |

,. November 1973

Q
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National Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
. Staff Related Data Elements

ELEMENT
NUMBER

Employee's Office - Building Code

.h}EMENT TITLE:Y

The official number or other fdentifier that serves to uniquely identify the
faci1ity (building) where the employee's office 1s located.

CODES, CATEGORIES, AND COMMENTS:

This element .o: ~esponds to element 2001 and should be consistent throughout
all uses and files. |

q USES:

e DATE ISSUED:* November 1973
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National Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
Staff Related Data Elements

FLEMENT
'NUMBER

b cLemenT TiTLe: Employee's Office - Building Name

;pEFINH1ONf

The official name of the building where the employee's office is located.

CODES, CATEGORIES, AND COMMENTS:

This element corresponds to element 2202 and must be consistent throughout -
all uses and files.

:\ USES: -
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Natlonal Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
. Staff Related Data Elements

Employee's Office - Room Number |

The official number or other identifier that serves to unqiuely identi fy the
room 4ssigned to the employee for use as an office.

ELEMENT
NUMBER

CODES. CATEGORIES, AND COMMENTS:

This element corresponds to element 2201, and should be consistent throughout
all uses and files.

S L84

| loveber 1973

\‘l
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: National Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
- Staff Related Data Elements

4017

B cMENT TITLE: . Employee's Office - Telephone Number

DEFINITION:

The ﬁrimary office telephone number of the employee or that number through
which the employee may be reached.

CODES. CATEGORIES, AND’ COMMENTS:

Actual telephone number. Area Code (3 digits); Telephone Exchange {3 digits);
Number (4 digits); Extension (4 digits).

Omit hyphens.

This element should be 1inked to related office identifier elements (elements
4013-4017).

\) 2
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Nat'lonal Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
Statf Related Data Elements

4018

ELEMENT
NUMBER

ELEMENT TITLE: Physical Handicap Status

_OEFINITION:

The designation of an employee's physical deficfency or impairment that
requires special arrangements.

CODES. CATEGORIES. AND. COMMENTS:

de Category

Co

1 Ambulatory
2 Sight

3 Hearing
4 Other

. The above categories represent one suggested possible set. An alternative
set of categories may be equally appropriate.

s
]

)

Novenber 1973
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National Center for ngher Education Management Systems

DATA ELEMENT DICTIONARY
Staff Related Data Elsments

ELEMENT
ANUMBER

ELEMENT TITLE: Student. Personnel Identirfication Number

DEFINITION: -

The official institutional number that serves to uniquely identify student
employees.

CODES, CATEGORIES, AND COMMENTS:

The individual's Social Security number is typically used. This element
cozrﬁgonds to element 5022, and should be consistent throughout 311 uses
an es.

November 1973
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National Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
Staff Related Data Elements

ELEMENT
NUMBER

EINMENT TITLE: Termination Code

. UEFINITION:

An insticutionally defined code that indicates the employee's reason for
leaving the institution,

CODES, CATEGORIES, AND COMMENTS:

Categories may include: Voluntary Resignation, Involuntary Resignation, etc.

November 1973
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National Center for Higher Education Management Systervis

DATA ELEMENT DICTIONARY
Statf Related Data Elements

{ELEMENT
NUMBER .

ELEMENT TITLE: Tarmination Date

DEFINITION:

The calendar day when the employee terminated employment at the institution.

*CODES, CATEGORIES, AND COMMENTS:

Six-diglit numaric code -- YYMMDD; {.e., December 18, 1473 = 731218.
See Appendix 5.

November 1973
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Natlonal Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
Staft Related Data Elements

Wm evement Record

ELEMENT
NUMBER

DEFINITION:

Summary of the publications and other achievements reaching publics outside
the institution.

CODES, CATEGORIES, AND COMMENTS:

This element should include papers presented, monographs, major articles,
books, and other creative achievements.

This element should be coded as an appropriate number of text records and
should include the following iteins:

a. Achievement (name/title, etc.)

. b. Date

-
DATE |SSUED November 1973

EC o
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National Center for Higher Eclucation Management Systems

DATA ELEMENT DICTIONARY
. Staft Rolatod Data Elements

ELEnnEN4'117;E; Honorary Degrees and Awards
S
DEFINITION:

A degree, award, or distinction bestowed or conferred upon the employee as
an honor without the usual adjuncts.

FLEMENT
NUMBER

' CODES, CATEGORIES, AND COMMENTS:

This element should be coded as an appropriate number of text records and
should iné¢lude the following items:

a. Award
b. Date of Award
c. Source of Award

m November 1973 B
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National Center for Higher Education Management bystems

DATA ELEMENT DICTIONARY
Statf Related Data Elements

ELEMENT
NUMBER

ELEMENT TITLE: Professional Affiliations

DEFINITION:

The assoclations of the employee with professional organizations or learned
societies. h

COWES: CATEGORIES, AND COMMENTS:

This element should include offices within the organizations and dates,
if apprepriate.

This -elemant should be coded as an appropriate number of text records and
should include the following items:

a. Association
¢ b. Office
c. Date(s)

“.'?g;‘

W November 1973
3 O | — .
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Natlonal Center for Higher Education Managgement Systems

DATA ELEMENT DICTIONARY
Staff Related Data Elements

ELEMENT
NUMBER

ELEMENT TITLE: Licenses, Certificates, and Registrations

DEFINITION:

Specific credentiuls entitling the employee to engage in legal practice of
a profession,

CODES, CATEGORIES., AND COMMENTS;

This element should be coded as an appropriate number of text records and
should include the specific credential earned by the employee. (Medical

License, Legal Bar, C.P.A., etc.)

W Novenber 1973

4.3.27




National'Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
. Staff Related Data Elements

ELEMENT
NUMBER

‘ Special Competencies

DEEINITION:

Special interests, competencies, and experiences of the employee.

!

CODES, CATEGORIES. AND COMMENTS:

Such items as foreign country experience, foreign language competency,
significant prior employment positions, significant performing creative
skills, etc., should be included.

This element should be coded as an appropriate number of text records and
. should include the following items:

. a. Competency
b. Date

USES:

. DATE ISSUED: November 1973
e
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Natlonal Center for Higher Education Management Systems

DATA ELEMENT DICTIONARY
Staft Related Data Elements

Type of Previous Employment

DEFINITION: .

An institutionally defined code to indicate the tyﬂe of the employee's
previous employment Just prior to appointment at this institution.

4027

ELEMENT
NUMBER

CODES, CATEGORIES, AND COMMENTS:

Categories may include Government, Industry, University, Student, Self-
Employed, etc. ‘

USES: -
— <8

DTE ISSUED: Novembet 1973

4.3.29



National Center for Higher Eclucation Management Systems

DATA ELEMENT DICTIONARY
Staff Related Data Elements

W Location of Previous Employment - State

DEFINITION:

U, §. Postal Service code for the state in which the employee's previous
employment occurred.

4028
ELEMENT
NUMBER

CODES. CATEGORIES, AND -COMMENTS:

Two-digit code--see Appendix 4.

If the previous location was a fornign country, code as "Z2".

"USES:

)
‘ | 4.3.30




National Center for Higher Eclucation Management Systems

DATA ELEMENT DICTIONARY
Statf Related Data Elements

ELEMENT |
NUMBER |

Highest Degree/Diploma/Certificate £arned

¢ DEFINITION:

An institutionally defined code that indicates the highest degree, diploma,
or certificate earned by the employee. :

CODES, CATEGORIES Y 'S: -

This element can be derived from element 4102.

This etemcnt should 1nclude 21) degress, diplomss, and certificates earned by the employee facluding high
school dipiomas.,

fategory. Description
Certificates and Hplomas Ar ssard for the successful completion of & course of study or program
{less than one year) offered by & postsecondary {nstitution. Certificates and diplomas

in this category are awarded for corpletton of any progran covering
any time span Jess than one academic year,

Certificates and Diplomas An augrd for the successful completion of a program offered by 1

{more than or equal to one year) pestsecondary fastftutfon, Certificates and diplomes in this category
dre avarded for corpletion of any program Loviring any time span
between one academic year and two academic years,

Associate Degree The degree granted upon completion of an educatfona) program less than
(two years or more) baccalaureate Teve) and requiring at teast two but less than four
scademic years of college wo k.

Bachelor's Degres Any earned academic degred carrying the title of “bachelor”,
First Professiona) Dejree The F1rst earned degree in a professional fleld, For the purposes
of 1EP, only the followin de?reu should be 1ncluded: u'i M.D.,
2; 0.0..(3‘ L.L.8, or .0, 6 fJ.0. 11 the first professional degree),
- 4) 0.0.5., (8) D.¥.M., (8) 0.0., (7) 8.D., .TTv., Rabbdi, (8)
0d.0., P.N. 4
Master's Degrea Any varned acadenic degree carrying the tftle of "master.” Ia libersl

arts and sclences, Lthe degree customarily granted wpon successfyl
corpletion of ore or twe dcademic years of work beyond the bachalor's,
In professfona) fields, an advanced professional degrea Leyond the
first professfonal which carries master's desfgnation, 0.9., LLLM,,
W.S. [Master of Surgery), M.S.W. (Master of Socta) Work).

Doctoral Degree . An earned academfc degree car.}!nq the title of "doctar.” Not to de
fnctuded are first professional degrees such as M.0,, 0.0.5,

Other/Specify Inctudes all other categories of degrees/diplomas/certificates trat
cannet be categorized {n any of the preceding categories such as specialist

degrees for work conpleted toward a certi ficate, €.q9., Educationsl
Speciatist,

The above categories representhone suggested possible set. An alternative
set of categories may be equally appropriate.

Honorary degrees should not be considered.

. ° USES: B IEP

4.3.31
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e e

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Statf Related Data Elements

ELEMENT ITLE: _Marital Status

"~ DEFINITION: ~

The legal status of the employee with respect to wedlock.

cOBES. CATEGORIES, AND COMMENTS:

Category Definition

Single The state of never having been and not
‘ presently married.

Married The state of having a spousé.

Legally The state of having the conjugal relationship

Separated of husband and wife terminated by court decree.

Wi dowed The state of being deprived of one's spouse
through his or her death.

Divorced The state of having the marriage dissolved by 7
Judicial declaration.

For many institutions, "Single" or "Married" may be sufficient categories.

November 1973

LS. .
ERIC
m 4.3.32




CHAPTER IV

STAFF-RELATED DATA ELEMENTS
PREVINUS EDUCATINNAL EXPERIENCE DATA

(=}
m
(=)
=
—
o
-
—
[}

:

4101 Institution Name

M02 Institution Code

4103 Degree/Dinloma/Certificate

4104 Deqgree/Diploma/Certificate Date

4105 Student Program/Major Field of Study
4106 Beginning Date - Year

4107 Ending Date - Year

This block of elements is recommended for each previous educational
experience. These elements should be linked toaqether.

4.4.1
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DATA ELEMENT DICTIONARY _ ELEMENT
. Staff Related Data Elements NUMBER

DEFINITION: *

NIV AERANNEN  Institution Name

The legal name of the institution at which the employee obtained the
educational experience described by this block of data elements.

CODES; CATEGORIES, AND CdMMENTS:I

DATE ISSUED: November 1973
v

4.4.2
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- 4102

DATA ELEMENT DICTIONARY ELEMENT.
Staff Related Data Elements NUMBER

ELENENT TITLE: Institution Code

: DEFINITION:

The code designation for the institution described in data element number
4101.

'CODES, CATEGORIES, AND, COMMENTS:

Six-digit numeric code defined by the Federal Interagency Committee on
Edﬁcatwn (FICE) and published by the U. S. Office of Education in the
THigher Education Directory" is recommended.

FICE Code: The Federal Interagency Cormittee on Education code which is
an unstructured number that is unique for each institution and remains
as the institutional identification number for the 1ife of the institu-

‘ tion. The primary utility of the FICE code is the precise identifica-
tion of a particular institution of higher education.

This code is valid to describe institutions of higher education only.

O uses. T
Q |

4.4.3
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4103

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Staff Related Data Elements

ELEMENT TITLE Degree/Diploma/Certificate

DEFINITION

.
(
»
e
.e
~

The title or award conferred upon the employee for the successful completion
of a given curriculum or program.

CATEGORIES, AND COMMENTS:

This element should {nclude all degrees, diplomas, and certificates earned by the employee including high
school diplomas.

Certificates and Diplomas An award for the successful completion of a course of study or program
{less than one year) offered by a postsecondary institutfon. Certificates and diploras

{n this category are awarded for completion of any program covcring
any time span less than one academic year.

Certificates and Ciplomas An award for the successful completion of a program offered by a
(rore than or equal to one yeir) postsecondary institution. Certfficates and diplomas fn this catesary
' are awarded for conpletion of any program covering any tire span

between one academic year and two academic years.

Assocfate Cegree The dagree granted upon completion of an educationa) program less than

{two years or rore) baccalaureate level and requiring at least two but less than four
academic years of college work.

Bach2lor's Cegree Any earned academic degree carrying the title of “bachelor”,

First Professional Cegree The first earned degree fn a professional field. For the purposes

of 162, only the following degrees should be includad: (1) M.9.,

!2 0.0. L(3) t.L.8. or 3.0, (if J.D0. fs the first professional #nqree),
8 .D. S ; (S) 0.v.M., (6) 6.0., (7) B.D., M.Uiv., Rabbi, (&)

Pod.

Master's Degree Any earned academic degree carrying the title of “master.” In libera]
arts and sciences, the d2gree customarily granted upon Successful
completion of one or two acadamic years of work beyond the bachelar's,
In professional fields, an advanced professional degree beyond the
first professional which carries master's designation, e.g., L.L.M.,
M.S. (Master of Surgery}, !.S.W. (Master of Social HOrk)

Doctoral Degree An earned acadenic degree carryfng the title of "doctor.” Kot to be
{ncluded are first professional degrees such as M.D., D.D.S.

Other/Soec fy Includes al) other categories of degrees/diplomas/certificates tnat
cannot be categorized §n any of the preceding cateqories such as specialist

degrees for viork corpleted toward a certificate, e.q., £ducational
Specialist.

The above categories represent one suggested possible set. An alternative set
of categories may be equally appropriate,

Honorary degrees should not be considered within this data element.

o November 1973
ERIC

Aruitoxt provided by Eic:
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ELEMENT
NUMEER’

DATA ELEMENT DICTIONARY
Staff Related Data Elements

.m Degree/Diploma/Certificate Date

3 DEFINITION:

The month/year when a deqree/diploma/certificate was awarded.

" COUES, CATEGORIE"S: AND COMMENTS: -

Four-digit nunreric code -~ YYMM; i.e., June 1950 = 5006.

See Appendix 5.

This element corresponds to element 5104.

ODFYF NI B November 1973

4.4.5
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ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Staff Related Data Elements

.m Student Program/Major Field of Study

. DEFINITION;

The degree or certificate program in which the employee was enrolled or
has completed.

" GCODES, CATEGORIES, AND -COMMENTS:

Four-digit numeric code.

- L]

HEGIS taxonomy preferred (see Appendix 1).

This element is not vequired if degree or certificate is a high school
diptoma.

. If institutional codes are used, they should be able to map to HEGIS
codes., ‘

DATE 1SSUED:

Novembher 1973

4.4.6
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ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Staftf Related Data Elements

" DEFINITION:

The calendar year in which the educational experience described in this
block of data elements began.

CODES, CATEGORIES, AND COMMENTS:

The two Tow-order digits of the calendar year; e.g., 1972 = "72"

NI  November 1973

Q
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4107

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Staff Related Data Elements

ANITIAIRN NN  Ending Date - Year

DEFINITION:

The calendar year in which the educational experience described in this
block of data elements was terminated. ..

CODES, CATEGORIES, AND COMMENTS:"

t

The two low-order digits of the calendar year; e.g., 1972 = "72",

This element is not needed if the degree or certificate was awarded, since
that information is recorded in element 4103.

' USES}.
LQATE ISSUED: ]

DATE ISSUED: . November 1973
)

ERIC

B 4.4.8




CHAPTER V

STAFF-RELATED DATA ELEMENTS
APPOINTMENT DATA

DED No. Title
4201 Appointment Title
4202 Appointment Identifier
4203 : . Appointment Organizational Unit
4204 Payroll Account Number
4205 Appointment Full-Time Equivalent
4206 Appointment Period
4207 Appointment Effective Date
4208 Appointment Expiration Date
4209 Appointmentc Status
4210 Leave Status
4211 Faculty Rank
4212 Tenure Status
4213 Salary
4214 Current Job Class - Method of Entry

This block of data elements may have multiple occurrences for a single
staff member. A separate block of data is recommended for each appointment.
These elements should be linked together.

4.5.1



National Center for Higher Education Management Systems

4201

ELEMENT,
NUMBER

DATA ELEMENT DICTIONARY
Staff Related Data Elements

ELEMENT TITLE: Appointment Title

CEFINITION:

The institutionally defined descriptive title of the employee's position
or appointment.

CODES, CATEGORIES, AND COMMENTS:

Literal title.

DATE ISSUED: November 1973

Q

4.5.2
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4202
DATA ELEMENT DICTIONARY ELEMENT
‘ Staff Related Data Elements NUMBER
Ap::;ointment Identifier

An institutionally defined code that serves to identify the position or
appointment,

CODES, CATEGORIES, AND COMMENTS

DATE ISSUED: November 1973

4.5.3
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DATA ELEMENT DICTIONARY ELEMENT
Staff Related Data Elements : NUMBER

Oy —
DEFINITION!

The academic department or other oﬁganization division that has fiscal,
programmatic and administrative responsibilities to which the employee
is attached for purposes of personnel assignments and reporting.

CODES, CATEGORIES, AND COMMENTS:

This element corresponds with element 1001 and should be consistent throughout
all uses and files.

ol
DATE ISSUED: November 1973
\‘l
RIC

m 4.5.4
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DATA ELEMENT DICTIONARY
Staftf Related Data Eloments

ELEMENT
NUMBER

Payroll Account Number

DEFINITION:

~ The institutional account number to which the salary for this appointment
s charged.

CODES, CATEGORIES, AND COMMENTS;

fﬁ[jBJj;

n.uu rovided by ERI 4 . 5 . 5




~ National Center for Higher Education Management Systems m —_

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Staft Related Data Elements

w Appointment Full-Time Equivalent

<

Gmemiie

The full-time equivalent (FTE) proportion, as defined by institutional standards,
represented by the appointment described by this block of data elements.

_CODE§, CATEGORIES, AND COMMENTSY.

1 FTE = "100"
% FTE = "050"

m RRPM, CFP, IEP, SAM, FAA, HEFM, SNM
W November 1973
ERIC

4I 5!6
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ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Statf Related Data Elements

‘m Aopointment Pertod

B DEFINITION: P

The number of months to which this appointment applies.

CODES, CA].'EGORIES,'AND COMMENTS:

Actual number of months rounded to nearest whole month. If appointment
is indefinite or greater than 12 months, enter "12." This element may be
derived from elements 4207 and 4208 but is frequently stored by institutions.

= uses IR
DATE ISSUED: November 1973
Q

ERIC

IText Provided by ERIC

4.5.7
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ELEMENT
' NUMBER

DATA ELEMENT DICTIONARY
. Staff Related Data Elements

WAppointment Effective Date

Calendar date within a given fiscal year on which this appointment is (was)
effective.

- CODES, CATEGORIES, AND COMMENTS:

Six-digit numeric code -- YYMMDD; i.e., September 12, 1963 = 630912,
See Appendix 5.

« 1EP, RRPM, CFP, HEFM
ERIC

4.5.8
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ELEMENT
'NUMBER

. DATA ELEMENT DICTIONARY
YR Staff Related Data Elements

’m Appointment Expiration Date
" DEFINITION:

Calendar date within a given fiscal year on which this appointment will be
(was) terminated.

CODES, CATEGORIES, AND COMMENTS:

Six~-digit numeric code -- YYMMDD; i.e., February 17, 1970 = 700217.
See Appendix 5.

s TN

November 1973 )

7
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ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Staff Related Data Elements

' m Appointment Status

DEFINITION:

An institutionally desined code to identify the status or type of appointment.

" CODES, CATEGORIES, AND COMMENTS:

Categories may include regular, temporary, visiting, full-time, part-time,
etc.

P uses: D
‘DATE ISSUED: November 1973
\‘ w 0
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4210

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Staff Related Data Elements

ELEMENT TITLE: Leave Status

DEFINITION:

An institutionally defined code that serves to indicate the cnployee's leave
status, if appropriate.

"CODES, CATEGORIES, AND COMMENTS:

Categories may include sabbatical, leave without pay, etc.

-

November 1973

4.5.11
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DATA ELEMENT DICTIONARY
Staff Related Data Elements

4211

ELEMENT
NUMBER

ecewent e JETNSRTRON

The institutionally defined categorization of a faculty position as a function .
of a number of variables, such as responsibility, length of service, and

academic expertise.

\CODES, CATEGORIES, AND COMMENTS:

The Information Exchange Procedures project is using the following categories:

Category

Professor

Associate Professor
Assistant Professor
Instructor/Lecturer
Teaching or Research

Assistant/Associate

Undesignated

Description
Faculty designated by the rank of professor.

Faculty designated by the rank of associate
professor.

Faculty designated by the rank of assistant
professor,

Faculty designated by the rank of instructor/
lecturer.

Faculty designated as teaching or research assistant/
associate. Generally created for and staffed

by people with graduate status at the employing
institution. May also be known as Teaching

Fellows, Associates, or Graduate Assistants.

(A) Are not assigned a specific rank but are
classified as faculty or some other term to
designate instructional status, (B) Are
especially designated faculty not included in
the rank categories. These would include:
visiting scholar, and other special ranks.

o USES: RRPM, IEP, SAM, .CFP, HEFM, FAA, SWM, PM

DATE ISSUED: November 1973

4.5.12
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4212

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Staff Related Data Elements

, DEFINITION:

The institutional designation that serves to identify the status of the employee
~with respect to permanence of appointed position.

CODES, CATEGORIES, AND COMMENTS:

(i)

Classifications may include: Tenured, Nontenured, Not Eligible, etc.

N - ..

November 1973

4.5.13
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| DEFINITION:

The salary paid to the employee during this appointment period.

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Staff Related Data Elements

CODES., CATEGORIES, AND COMMENTS:

Actual dollar amount.

 uses: IR T N

DATE ISSUED: November 1973

4.5.14
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ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Staff Related Data Elements

m Current Job Class - Method of Entry

‘ DEFINITION:

The method by which the employee was brought into this job class.

CODES, CATEGORIES,. AND COMMENTS: .

Categorv

New Hire
Promotion
Transfer
Demotion

: ‘ The above categories are those required for HEW compliance reporting purposes.

USES:

: DATE ISSUED:
o~
CRIC

IText Provided by ERIC

November 1973

4.5.15



CHAPTER VI

STAFF-RELATED DATA ELEMENTS
ASSIGNMENT DATA

DED MNo. | Title
4301 Assignment
4302 Assignment Full-Time Equivalent
4303 Assignment Beginning Date

4304 Assignment Ending Date

This block of data elements may have multiple occurrences for a single
staff member. A separate block of data is recommended for each assignment
of a staff member. These elements should be linked together.

1

4.6.1
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4301

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Staff Related Data Elements

'm hsstgment

DEFINITION:

The specific set of occupational activities an employee is expected to perform
within a program established to accomplish some institutional goal.

_ CODES, CATEGORIES, AND COMMENTS:

Coded according to the first eight digits of Manpower Assignment Code as described
in A Manual for Manpower Accounting in Higher Education (Minter, 1971).

‘ PROGRAM FUNCTION OCCUPATIONAL ACTIVITY
Code Category Code Category
1 Instruction

Executive, Administrative,
Managerial

Organized Research Instructional

1
2
Public Service 3 Professional
Academic Support 4 Technical
Student Service 5 Office

6

7

Institutional Support Crafts and Trades
Independent Operations Service

SNOOYT AWM

This element will occur before the fact for each assignment of the ecmployee.

m PCM, PM, CFP, FAA, [EP, SWM

DATE ISSUED: November 1973
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ELEMENT
'NUMBER

DATA ELEMENT DICTIONARY
Staff Related Data Elements

Assigament Full-Time Equivalent

ELEMENT TITLE:

DEFINITION:

The full-time equivalent (FTE) proportion that an employee is expected to
devote to the accomplishment of a specific assignment.

CODES, CATEGORIES, AND COMMENTS:

E.g.: 1 FTE
L% FTE

1t 100"
"050"

This element will occur before the fact for each assignment of the employee.

DATE ISSUED: November 1973

4.6.3
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DATA ELEMENT DICTIONARY
Statf Related Data Elements

ELEMENT
NUMBER

Assignment Beginning Date -

. DEFINITION: *

Calendar date on which this assignment 1s/was to begin.

CODES. CATEGORIES. AND COMMENTS:
Six-digit numeric code -- YYMMDD; i.e., November 2, 1968 = 681102.
“See Appendix 5.

406-4 )
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4304

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Staff Related Data Elements

ELEMENT TITLE: Assignment Ending Date

Calendar date on which this assignment is/was to end.

~ CODES, ,CATEGORIES, AND

Six-digit numeric code -- YYMMDD; {.e., December 27, 1968 = 681227.
See Appendix 5.

. USES: ' PCM, CFP, FAA
DATE 'ISSUED: November 1973

Q
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CHAPTER VII

STAFF-RELATED DATA ELEMENTS
FACULTY ACTIVITY DATA

DED No.. ' Title
4401 Activity category
4402 Activity Full-Time Equivailent
4403 Program ldentifier
4404 Program Category Identifier
4405 Program Sector Identifier
4406 Activity Outcome Category
4407 Course Identifier
4408 Section Identifier
4409 Activity Beginning Date
4310 Activity Ending Date

This block of data may have multiple occurrences for a single staff
member. A separate block of data is recommended for each activity of a
staff member. These elements should be linked together.

Q 4.7.1
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4401

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
. Staff Related Data Elements

ARINTIAR NI Activity Category
DEFINITIONT

A code that describes the activities that faculty typically perform.

"CODES, CATEGORJES, ‘AND COMMENTS:

Code Category

A.l Scheduled Teachinyg

A.2 Unscheduled Teaching

A.3 Academic Program Advising

A.4 Course and Curriculum Research and Development
‘ 8.1 Specific Projects

B.2 General Scholarship and Professional Development

.1 Student-Oriented Service

.2 Administrative Duties

C.3 Commi ttee Participation

D General Professional Servfce/AdVIce Directed

Qutside the Institution

The above categories have been pilot tested by the Faculty
Activity Analysis project. This element will occur after the fact for
each activity that the faculty member has performed.

USES FAA, RRPM, IEP, PM, CFP, SWM

DATE (SSUED November 1973

P
Il
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ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Staff Related Data Elements

w Activity Full-Time Equivalent
" DEFINITION:

The full-time equivalent (FTE) proportion, as defined by institutional
sta?d?rds, that a faculty member devotes to the accomplishment of a specific
activity.

CODES. CATEGORIES, AND COMMENTS:

It 100"
Ilosoll

E.g.: 1 FTE
3 FTE

This element will occur after the fact for each activity that the faculty
member has performed.

DATE ISSUED: November 1973
ERIC © 4.3

- uses: ORI
_owte issveo. i
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ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Staff Related Data Elements

ELEMENT TITLE: Program Identifier

A two-digit numeric code corresponding to the first two digits of the

Program Classification Structure code that identify the program to which the
activity contributes. '

_ CODES, CATEGORIES, AND COMMENTS:

The first two digits of the Program Classification Structure code.

This element is linked to elements 4404 and 4405, This eleirient corresponds
to elements 1008, 2205, and 3007, and should be consistent throughout all
uses and files.

‘ USES: RRPM, FAA, 1EP, CFP, SWM
DATE ISSUED: November 1973

Q
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DEFINITION:

ELEMENT TITLE:

CODES, CATEGORIES. AND COMMENTS:

National Center for Higher Education Management Systems

4404

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Staff Related Data Elements

Program Category Identifier

The third through the sixth digits of the Progiam Classification Structure
code. This four-digit classification identifies related program elements by
discipline area or major function to which the employee's activities contribute.

Program categories for the Instruction Program, the Organized Research Program,
and the Public Service Program (excluding cooperative extension service)
correspond to the standard taxonomy of fields of study used in the Taxono

of Instructional Programs in Higher Education (Huff and Chandler, 1970).

Refer to Appendix 1.

This element is linked to elements 4403 and 4405. This element corresponds

to elements 1009, 2206, and 3308, and should be consistent throughout all
uses and fites.

m_ FAA, RRPM, IEP, CFP, SWM

DATE ISSUED: November 1973

Q
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DATA ELEMENT DICTIONARY
‘, Staff Related Data Elements

m Program Sector Identifier

s

| DEFINITION: ~

The seventh and eighth digits of the Program Classification Structure code.
These two digits identify the level of the course.

CODES, CATEGORIES, AND COMMENTS:

This two-digit classification 1dent1f1es-the student level to which the employee's activity relates.

This element will not appcar for all activities. It is recormended for use in programs 1.1, 1.2, 1.3, 1.4,
3.1, and 5.2 of the Program Classification Structure. This element is linked to elements 4403 and 4404.

It corresponds to elements 1010 and 3009, and should be consisteat throughout all uses and files. Many
fastitutions will be able to derive this element from the Course ldentifier (element 1004).

The cateqorization s generally derived from the level of student to which any particular course offering
within a discipifne is primarily directed.

The following categories of “course level® are contained in the Program Classification Structure {Guiko,

’ 1972):

Code Category,
10. Preparatory
20, Lower Division
30. Upper Division
40. Combined Upper Division and Graduate or Professional
0. Graduate or Professional Only
*30. Other -
The Inforration Exchange Procedures and Cost Finding Principles projects are recommending the following
agjreqations:
Code Category Description
20. Lovier Division: Course offerings at a level of comprehension usually assocfated
with freshren and sophomore students. This {s an aggregated
category that includes codes 10. and 20. Yisted above, all ltower
division courses and those preparatory courses offered for credit.
9. Upper Division: Course offerings at a level of comprehension usually associated
with junior and senfor students. The jefntly offered upper
division graduate courses should be classified as upper division.
This is an aggregated category including codes 30. and €0. listed
above.
$0. Graduate: Course offerings at a jovel of comprehension usually associated

with post-baccalaureate students. This category fs the same as
code 50, listed above.

*This categorys is not used for the 1EP project. Courses fn this c¢lassification should be assigned to the
most appropriate category.

DATE ISSUED: November 1973

ERIC 4.7.6

Aruitoxt provided by Eic:
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4406

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Staff Related Data Elements

ELEMENT TITLE: Activity Outcome Category
DEFINITION: .

Those intended products, events, and/or conditions produced by the activity
described by this block of data elements that potentially can affect one or
more beneficiary groups.

CODES, CATEGORIES, AND COMMENTS:

Code Category Definition
1 Student Growth and Results and benefits of activities that
Development contribute to enhancing personal, social,

academic and/or career aspects of students
who are registered in the institution.

. 2 Development of Results and benefits of activities that
New Knowledge contribute to the development, storage,
and Art Forms utilization, and/or appreciation of

knowledge and art in society.
3 Community Service Results and benefits of activities
and Development that contribute to educational growth in

and provide short- or long-term utility
to the non-academic community.

4 Inseparable Combination Results and benefits of activities that
of 1, 2, and 3 contribute to student growth and develop-
ment, creation of new knowledge and art
forms, and community service and deveiop-
ment and cannot be separated. (It is -
preferable to separate these if possible,)

The ahove categories and definitions have been pilot tested in the Faculty
Activity Analysis project.

This data element would have”a multiple occurrence if the activity results in
multiple outcomes.

DATE ISSUED: November 1973

Q
4.7.7
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ELEMENT
NUMBER

DATA ELEMENT DiCTIONARY
Staff Related Data Elements

ELEMENT TITLE: Course Identifier

DEFINITION:

Official institutional number or other identifier that serves to uniquely
identify a course.

CODES, CATEGORIES, AND COMMENTS:

The code may include prefix and/or suffix.

This element is linked to element 4408.

This element corresponds to elements 1004 and 5402 and should be consistent
. throughout all uses and files.

If the particular activity described in this block of data elements is not a
course, then this element and the succeeding one are not needed.

DATE ISSUED: November 1973
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DATA ELEMENT DICTIONARY ELEMENT
Staff Related Data Elements NUMBER

DEFINITION: o

Official institutional number or other identifier that serves to uniquely
identify the section of the course.

CODES, CATEGORIES, AND COMMENTS: ,

This element is linked to element 4407.

This element corresponds to elements 1101 and 5403, and should be consistent
throughout all uses and files.

DATE ISSUED: November 1973

Q
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4409

ELEMENT
NUMBER .

DATA ELEMENT DICTIONARY
Staff Related Data Elements

.m Activity Beginning Date

DEFINITION:

Calendar date when this activity is/was schediiled to begin.

CODES, CATEGORIES, AND COMMENTS:

Six-digit numeric code -- YYMMDD; i.e., September 4, 1973 = 730904..
See Appendix 5.
This element is linked to element 4410.

If historical data are available, and the actual beginning date differs from
. the scheduled date, use the historical data.

m 'FAA, RRPM, CFP, IEP
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4410

ELEMENT
NUMBER

DATA ELEMENT DICTIONARY
Staff Related Data Elements

Oy —

DEFINITION:

The calendar date when this activity is/was scheduled to end.

CODES, CATEGORIES, AND COMMENTS:

Six-digit numeric code -- YYMMDD; i.e., April 5, 1973 = 730405.
See Appendix 5.
This element is linked to element 4409.

If historical data are available, and the actual ending date differs from the
. scheduled ending date, use the historical data.

DATE ISSUED: November 1973
Q
RIC

rovided by ERIC
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CHAPTER VIII

STAFF-RELATED DATA ELEMENTS
SUGGESTED COBOL PICTURES

DED €oBoL
DATA_ELEMENT NO. PICTURE
Achievement Record 4022 X(60
Activity Beginning Date 4409 9(06
Activity Category 4401 9(02
Activity Ending Date 4410 9(06
Activity Full-Time Equivalenti 4402 Va9
Activity Outcome Category 4406 9(01)
Address - City 4009 X(20)
Address - State 4010 X{02
Address - Street/Apartment 4008 X{16
Address - Telephone Number 4012 9(14
Address - Zip Code 4011 9(05
Appointment Effective Date 4207 9(06)
Appointment Expiration Date 4208 9(06)
Appointment Full-Time Equivalent 4205 9V99
Appointment Identifier 4202 9(05)
Appointment Organizational Unit 4203 9{05)
Anpointme